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ABSTRACT 

This publication represents a new approach to the 
determination of public library goals. It contains objectives and 
goals, as well as activities relating to goals, for all functions of 
the Inglewook Public Library. Unique is a concept of common goals and 
activities which apply to three or more divisions within the library. 
In compiling general goals and activities> the following list cf 
uniform headings was developed: "budget; community relations; 
cooperation; latest developments; materials; materials circulation, 
maintenance, and processing; personnel; policies and procedures; 
records and files; reference and information; services; supplies, 
equipment and maintenance; and volunteers. In addition to city 
ordinances relating to the Library Department, Library Board, and 
Friends of the Library, the following Library divisions are included: 
extension, circulation, circulation control (registration and 
overdues) , reference, information, serial publications and documents,, 
children's, young adult, audiovisual, social services, and technical 
processes . (Author) 




CD 
UJ9 



i 



O. 

,0 

o 

\» . 

ERIC 



III 

m 


Tnglewood 

A . California. 











LIBRARY OBJECTIVES, 
GOALS, AND ACTIVITIES 



CITY OF 


INGLEWOOD 


CITY COUNCIL 














District 1 








District 2 


Robert M. LcCCcau - - • 


------- Councilman 




District 3 


D i rli ti*/! I Mode f i n 1 H — , 






District 4 


LIBRARY BOARD 




Margaret: Grodrian - - - ■ 


------- Chairman 


b'rnn Smith 


Dr. Bernard Lauhoff 


Thomas Kllerbe 


W. E. Jones 


CITY ADMINISTRATOR - - - • 




LIBRARY DIRECTOR ■ 





* US OrPAUfMCNT Ot HEALTH 
EDUCATION A WCir ARC 
NATIONAL INSTITUTE Or 
I OUCATION 
VI S" «».« Ml | i U% l-Pff 
( . Ifi "i* A M ' M.I O « MOM 

***% l-IW < U i>U ( Uifo<Si/A flON 'iKaO'N 
St, if PfVS* . il , l( Vrf OI»IN»ON\ 
TAf| f» (> > S« < | '.AMU r P| f«Of 

J <tl I i < 1A1 SA» OSA* t f Ml| <>l 



9 

ERJC 



LIBRARY OBJECTIVES, 
GOALS, AND ACTIVITIES 



INGLEWOOD PUBLIC LIBRARY 
101 West Manchester Boulevard 
Ingle wood, California 90301 

1973 



PRODUCED BY 



John W. Perkins, Library Director 



ASSISTED BY 



Leo Boiteux, Head - Reference Service 

Edward Boverie, Head — Audio-visual Division 

Dorothy Card, Mead — Circulation Division 

Chrystnl Carr, Branch Librarian 

Paul N. Clingen, Administrative Assistant 

Helen Groves, Registration Clerk 

Carol Hulett, Social Services Clerk 

Christine Kuras, Technical Processes Librarian 

Elise Owings, Head — Serial Publications and Documents Division 
Anita Peterson, Information Assistant 

CLifforcl Phillips, Head - Technical Processes Division 

Suzanne Schipplcck, Branch Librarian 

Rir o Waidman, Head — Children's Division 

Dorothy Waldschmidt, Head - Circulation Control Division 

Margaret Grodrian, Chairman — Library Board 

Betty Houttuin, President - Friends of the Inglewood Public Library 



Patricia R. Williams, Senior Clerk Typist 



Library of Congress Cataloging in Publication Data 



Inglewood Public Library. 

Library objectives, goals, and activities. 

"Produced by John W. Perkins, library director. 11 

I. Public libraries — United States. 2. Libraries — 

United States. I. Perkins, John W. , 1917- 

II . Title 

Z731. 1 53 107 3 027.4 1 79V 93 7>2217S 

ISBN 0-913578-05-3 



PREPARED BY 




-2- 



roNTKN"! S 



I j INTRODl'C i'LON 

J | ( IT' ORDINANCES 

i 

J j LIBRARY BOARD 

'i LIBRARY bl* PARTMENI 

> j CEMKAI «.OALS AND AC! 1 VI TIPS * 

h | EXTENSION DIVISION 

7 LIBRARY OH'ICh 

8 ( HUTS AT ION DIVISION 

Q (MRiTIAriON ( ONTROL DIVISION 

10 ! REFERENCE SLRVICi: 

i 

i I ; INFORMATION SERVICK 

I * j SI IMA1 PCBLI CATIONS AND DOCUMENTS 
j DIVISION 

! \ ( ill LDREN'S DIVISION 

u ;th Nt. adh;i division 

l > Al DIO-V1S! AL DIVISION 
lo SOi i AL .LRViCES DIVISION 

17 TL< HNICAL PROCESSES D1VJS10N 

18 I I R I ENDS OK HIE LIBRARY 



Pago 
ft 
6 
10 
12 
L<> 
2<> 
3 J 
AO 
ft 5 
<>0 
57 

f>5 
70 
77 
83 
9 1 
98 
10ft 



- I- 



I 



/ 



Library Objectives, Goals, and Activities 



200 WORD ABSTRACT 



This publication represents a new approach to the determination of public 
library goals. It contains objectives and goals, as well as activities 
relating to goals, for all functions of the Inglewood Public Library. 
Unique is a concept of common goals and activities which apply to three 
or more division within the Library. 

In compiling general goals and activities, we developed the following 
list of uniform headings: budget; community relations; cooperation; latest 
developments; materials; materials circulation; materials maintenance; 
materials processing; pecsonnel; policies and procedures; records and files; 
reference and information; services; supplies, equipment, and maintenance; 
and volunteers. 

In addition to City ordinances relating to the Library Department, Library 
Board, and Friends of the Library, the following Library divisions are 
included: Extension, Circulation, Circulation Control (registration and 
ovcrdues), Reference, Information, Serial publications and Documents, 
Children's, Young Adult, Audio-visual, Social Services, and Technical 
Processes. 

This study should be useful for public libraries preparing their own goals 
studies, position descriptions, or procedural manuals, ana especially use- 
ful as an aid to library administrators in analyzing and making comparative 
evaluations of their own organisations or in considering ' the possible 
application of management by objectives. 
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INTRODUCTION 

THE NEED FOR GOALS 

The public Library, as a service apency, must: conti.au ally evaluate its 
function if it is to provide meaningful resources, services, and programs 
to a community that continually is changing. A basic approach is for the 
library to determine its goals, Goals influence the quality and types of 
services. Decisions can be more raadily made when goals are stated. 
Planning and programming can be more effective and realistic when goal 
s ta tements. are es tab 1 islied . Spec i a I ized goals in! luence the interna 1 
organization and effect the selection and assignment of personnel. These 
general goals can also form a basis* for determining quantifiable short 
term goals. Identifying general goals is valuable as a point of departure 
for anv detailed analysis or study of the public librarv operation. 

PREPARATION OP COALS 

We determined iniliall\ to analyse our present library organization in terms 
of objectives, goals, and activities — all of *»hich help provide a thorough 
view of the library organization, Wc then reques ted all division heads and 
their staffs to formulate their divisional objectives, goals, and activities. 
Concepts and relationships of divisional objectives, goals, and activities 
were clarified with a series of meeting;, between the division heads and their 
key staif and the library administration. The goals study was then assembled 
and reviewed by the staff. 

It became apparent that there were many similar goals and activities. At 
this point all tliest common goals and activities were extracted and restated 
to provide uniformity. In compiling general goals and activities, we 
dtVv- loped tlu I ol lowing list of uniform headings; budget; community relations; 
cooperation; Litest developments; materials; male rials circulation; materials 
maintenance, materials processing , personnel; policies and procedures; records 
and files; reference and information; services; supplies, equipment, and 
maintenance; and volunteers. 

VALUE 

Y\w publication and distribution of tlii s goals study was prompted by its 
possible usef ulm-:»j: in a number of ways; 

1) As a checklist to make staff members aware of the objectives and jioals 
of their division and overall Library Department objectives and goals. 

2) As an aid in preparing librarv studies such as position descriptions 
or division" policy and procedural manuals. 

3) As a basis lor establishing short term quantifiable goals and 
performance indicators for possible use in management bv object i v< s. 



) A*- i l»i>i . :u»ssihii o'H I id it inn .»i like Junctions through a task 
tor*.* or - i iv appi »a*h, pi. r» or^iiu Kal i on of library structure. 



S) A:» an aid to lihi ir\ idnu m >t rat o:\s , proios.si >nal statf, and eitv 
officials in tin* invU-i si and \xw >l llw municipal library function. 

h\ As an aid u> librar adnu ni st ralor s in making comparative evaluations 
of tlu ir »>vai 01 *ani 'at ions. 

7) As cast* sludv iuit»rial in librar\ schooLs. 



CITY ORDINANCES 



Tlif Inglewood Municipal Code contains sections on the City Library. It 
notes the creation of the Library Department, the establishment of the 
Library Board, the powers and duties of the Library Director, and the 
creation of a Library Fund. Especially relevant to this report is Code 
Section 2-162 creating the Library Department and outlining its function. 
The full texts of these code sections are reproduced below. 

INGLKWOOD MUNICIPAL CODE 

Section 2-98. Library Board . 

A Library Board is hereby created and established to perform the 
» functions designated in this Article. 

Section 2-99 Membership of Board . 

The Library Board shall consist of five members who shall be desig- 
nated respectively as Board Members Nos. I, 2, 3, 4, and 3. 

Board Member No. 1 shall be a citizen residing in Councilmanic 
District No. I of the City and shall be appointed by the Mayor with the 
approval of the City Council from nominees submitted by the Councilman 
from said Councilmanic District. 

Board Member No. 2 shall be a citizen residing in Councilmanic 
District No. 2 of the City and shall be appointed by the Mayor with the 
approval of the City Council from nominees submitted by the Councilman 
from said Councilmanic District. 

ISoard Member No. 3 shall be a citizen residing in Councilmanic 
District No. 3 of the City and shall be appointed by the Mayor with the 
approval of the City Council from nominees submitted by the Councilman 
from said Councilmanic District. 

Board Member No. '» shall be a citizen residing in Councilmanic 
District No. of the City and shall be appointed by the Mayor with the 
approval of the City Council from nominees submitted by the Councilman 
from said Councilmanic District. 

Buard Member No. ) shall be a citizen of the City and shall be 
appointed by the Mavor, with the approval of the City Council, from the 
citizens al large ot the City. 

Section 2-100. Terms ol Board Member s. 

Member*; of the Library Board shall each serve for a term of four 
years; one member it large serving a term which expires June 30, 1972, 
two members (Numbers \ and '» ) iwrvine ti>rms which expire Jum- 30, !97 3 
and two members (Numbers 1 and 2) serving terms winch expire June 30, 197 



!.\V,U Wool* Mi MClPAt. < 



S-otuMi .-!(>!. i i b i^ii - » ■ u d <u »; mi .mi i on. 



P' Librai I" »irJ II s. i< < i 1 1 om it m«Tih- rs a chairman and n 
vice e uiirman, who shaH .< rvi- r> >iu h dtiviiv. the* p L< j: ure of the Board. 
He Ho nd '.hiill a I i» a* 1 1 :n 1 a sn iviarv who sin I I serve as such 
durin.' tih- pi.. tsu»* oi f • * • Bi»aid. ilie secn-tary nun , but need not be, 
j person in <"r * ! S«'"\*te S\-tom ol the City. The compensation of 
the- M'-iMurv, as :,ut 1., hall hr d<toimined b. the C-i t v Council, but the 
Board h.< I 1 hau tlu 11 it to mak* 1 c* ommonda t I ons with reference thereto. 

Section 2-102. Va<> incics. 



\ vatancv Kcrnnn, la tit. i>i ; u- 1 o» Board M*nb«r li>r any reason shall 
be tilled bv the t i t\ Council lor lit ■ balmce* e>L the unexpired term. 

Section 2-10). H* c t ings of Board . 

The Board ;>1mII hole* at least one regular meeting of such Board in 
each, calendar n:onth at tl;e tim«' and place fixed by the City Council by 
resolution . 



Section 2-1 OA . [ n« xc u M»d Absences . 

•Air Board Me nbe-r uho abs nts himselt from anv three consecutive 
regular tuitin.,s ol said Librarv Board, unless excused from such attendance 
bv consent ot suh Board, i ,xpi*' o»od bv action ol record in its official 
minuus or who i :> absent n »m a total of five regular meetings of said 
Board in anv six months period without such consent of such Board, so 
expressed e>4 re » ord in i t >s oftieial minutes, >hall thereby automatically 
foru it i i% position u* oi l ice as a number oi said Library Board, and the 
name ol -uK p*r**>n .bill h»' aut >m it ical Iv removed from the membership of 
.'■■ml Bo ird it:r >uiau 1 .uU r tiu ad journnunt of any such third consecutive 
vik < i in*,* e: **i mv on h i r 1 1 ri tm e t i n« in aiu mu h six months period, as the 
ease mas !>'•, at vi.ivi :>tii Ii Board Member has not appeared. The Secretary 
ol tin' Board shall tii»r- ipt»n prompt l\ not i f\ the* removed person and the 
t.itv i our* i 1 ol »*.e la* i ol sue h rtun»\al. 



S» t ion . -10 , . j; . ud M« t < b' r ixp t lu^. 

I 1 * v 1 I h» I.ii>*<ir\ Board 'iiiil receive no » nmpen.su t i on lor 

i\u i\ ■»< r\ i < « • > u a, *mt asiil 1>. entitled t their reasonable and 

n» » *s » ii . < pe !>* - Mi im! ,|f>d v \p. n«o el . :* fin p<itoimance of their 

ri'.|Hit*\ duti* » md tun* t toils i. an b Bon I Motnbers. 

Section -i<)u. !><. *« . >ti«l I nni t i »n . k - 1 B<ird. 



e a > tn it . u • n. I 1 1 id' X i* » tp K 1 t to I h « ( I l\ ( ouiH 1 1 mall 
mifJ r - |m i f d'Uiu' t iu« 'Mini it**! 1 ) !> r «ir " one-ration and 

?* - J f * ■ • i «: : f - i . t , * t ! i t i i j>* -mine tie l.M lowing: 



INGLEWOOD MUNICIPAL CODIi 



(I) recommend concerning, library services offered to the 

community and the need lor additional or expanded service 
and facilities; 

(1) recommend fees ami charges necessary to be instituted or 
modified by the Library system; 

(3) recommend hours of operation of library facilities; 

(A) recommend the desirability of establishment or termination 

of reciprocal \ e lat ionship s with other library systems, 

including the borrowing, lending, or exchange of library 

material with other libraries; 

(S) r •■commend ru les and regu lat ions pertaining to the borrow- 
ing of libr ry materials by non-residents and general 
conditions concerning Hie Issuance of library cards or 
borrowing privileges; and 

(b) recommend as to the acceptance or rejection of ail offers 
of donations of money, personal property or real estate to 
be used for library purposes except as provided otherwise 
in this Article. 

(b) to accept on behalf of the City all offers of donations of money 
or personal property, where no conditions or burdens are 
attached to such o'fer. 

(c) to assist and consult with the Library Director in the establish- 
ment of a book selection policy. 

(d) to adopt rules and regulations for its own organization and 
government consistent with the Charter of the City of Inglewood 
and this code. 

(e) to keep accurate records of its acts and procedures in a suitable 
minute book which shall be open at oil times during regulir 
business hours to public inspection. 

Section 2-162. Library Department . Functions . 

The Library Department is hereby created and established to perforin 
the following functions: 

(a) Operate the City library system, providing free library service 
to the citizens of the City and to the citizens of any other 
governmental jurisdiction under and pursuant to any contractual 
relationships or reciprocal agreements entered into by the City 
Council between the City and said other jurisdictions, and to 
advise patrons in the u a oi the iatiliti<s thereat. 



-8- 



*b> S* .L,an» *<. , --.tint., in and ui\iilatr books, peri- 

odicals, . t » , t >< s ,iua ; o-\ i sua I iva' i«r i a 1 s , arc works, and 
ot hi i ;n: >: I ; ona i nn J i a . 

ic> Maint,ii-> t4 nJ ?.si t patr»n.s in th« :is. oi reference and other 
t os ' • i" v. i s ' : i !u I i lu a: t>vs torn , and t o advise road or s thereon . 

uh Pivvid. stalt abstain*. !o the Librarv Board. 

Vo) Fori :r h Lt 1 duties a-, mav bi assigned bv the City Council 
or Administrative Oil iter. 

Sit lion 2-i<»3. 1 iH a ry I n \ ccLT . Powers and Put i os . 

The Libra:" i'ir ^ t r swal! have the following powers and duties: 

(ai Act a. t *i, adr.unistiativi h ad of the Library Department: and 
the 1 l *n' ir * SV; torn. 

(b) '*o advis ind recommend the Lihrarv Hoard concerning operation 
of till- Ubrir\ and the iuru lions ot tlu library Board. 

U> To Mibml: i -qui si t ions for tlu purchase of all materials and 

services ru odi d :\«i the operation and maintenance of the library 
svsuti, in ui^uLuuv with pure has im» and other procedures 
adopted bv t Hi* i*itv unnvii or Administrative Officer. 

(d) To prep iri , with adi< el the Librar\ beard, an annua I o pera ting 
budget I or liu !ihrar\ svswmii, and subnii » the same to the 
Admini st rat i \i Ol'iiur, together with appropriate comments which 
ho or ih« L.hr irv Bo :rd mav deem appropriate. 

(* » lo i at M.>si additional duties asMgUod bv the City Council 

o r Ad:. 1 ! m 1 1 \ i Oi : i i « r . 

,v « 1 1 mi ' i . Li oj; U t _; J und . 

A "I.i'm k I' .» il" * *»■ s b v r* ii.d im > J.uh slull be paid proceeds 
M an .k^s. s;r«t.t ■: . a \ nv 'sundiit! dollars ($100) of assessed value of 
:he (ii\, «Iu t i -v. mourn shall b« sutlnictit to meet the annual 

»bhv-ati osv : li^nv . as piv\ uh d for bv Art i^ le HI, Section A, 
:i. a :ir.-(hi'd V ■ - i . : t h< ihait<r rii In, Uuood. Such lax shall 

h I' u J .'a.; ». .'li^iu. m.i ■ • ir in the sanu jnauiioc and at the same time 
e> th» iiuri. M, e k * r'tnuipal pm ,« s is h\ied and collected. 



I 



i 




LIBRARY BOARD 

OBJKCTIVK 

The Library Board will servo in a general advisory capacity to the City 
Council and Library Director concerning the operation of the Library. 

GOALS 

Budget 

Assist in the preparation of the annual operating budget of the 
Library to insure adequate f inane i ng . 

Communi ty re la t ions 

Be aware of Liu library needs and desires of r lie citizens and inter- 
pret this information to the City Council and Library Director. 

Be aware of social, cultural, and economic conditions in the communi- 
ty and how they relate to the needs for library service. 

Latest development s 

Keep informed en library trends, developments, and progress so that 
the program can constantly grow and change with modern requi . etnents . 

Be aware of general public library services and facilities in order 
to make recommendations to the City Council and Library Director and 
to interpret these in terms of improving City library service. 

ACTIVITIES 

Budget 

Review the annual Library budget request and recommend changes 
and additions. 

Communi ty re lat i ons 

Knlist civic leaders in promoting better library service. 

Review and encourage offers of donations of money, books, or other 
persona I property . 

Survey and promote the total library resources of the community. 
Participate in selected library programs such as National Library Week. 



ERLC 
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S.M.T'- 1 li ill*} 

l*»t s t . v i pat • . i^';\M.\". oi th< trends ol the Library. 

i « * • ' . . J , .i* . i J > r : ; <»a ! .via *!► can **ork 

to.*it„*<t i, v* i >p Lti'tK ri.iJui" nab its in vauiii. 

ViMt librn Muhti^ ind ■"aluato services, equipment, and 
i uihtii" , 

AU«nd lihiai u^h ntui , t i 11 i* s , and workshops. 
K»M» w lihi \:< N -illation md standards. 
Materials 

Assist and c>:isilt wi ch the Library DirccLor in establishment of a 
I H > r t r v »n * t r i ,i * * selection poiicv. 

Mat or i » 1 s < i i ' wM 1 i t i on 

Kvaluati- ::i< thods for Undine of library materials Co non-residents. 

Tvaluau- iihr.irv hoi lowing procedures. 
Po iu irs and pi oi * du n ^ 

Hold formal 'nonthl nueiinj's and maintain meeting records. 

Rtviow iiis md ihar,;es to he instituted, cancelled, or modified by 
l h< i i brar v svm <-n; . 

Krvi«v ln>ur i >i op, rat ion oi Libiarv labilities. 

rvaluati r«vipr>i,il relationships with other library systems in terms 
oj iirw ik'reor*! nt s or loir mat Ion >1 agreements . 

Se rvi ». e^ 

K* v i • •* ii'rir aitivitiis b> ; in- it (1> i\port<; and studies submit ced 
to tlut., t » otiioilt ition, and ( i; p*rsonal vis.it >, with a view toward 
riMint limn/ and increasing <f f* « t i venoms oi librarv services. 
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LIBRARY DEPARTMENT 

OBJKCTIVK 

The Inglewoud Pub Lit Library, as a civic institution, will provide citizens- 
young and old-— with fret* library service which they will -find useful and 
valuable for their own purposes, 

[The Library, as a department of the City, operates within the framework 
established by tin City Council and in accordance with policies established 
by the City administration,] 

GOALS 

Budget 

Attempt to .situiv funding adequate to enable the Department to perform 
its service objectives. 

Administer its budget allocation to make the most effective use of funds 

Community relations 

Promote public awareness of services the Library renders by utilizing 
all communications media. 

Re-evaluate effectiveness of the Library's resources, services, programs 
policies, and procedures on a continuous basis through prompt response 
to citizen reaction and through studies, reports and documentation of 
ac tivi ties. 

Become acquainted with the nature of the community; observe community 
changes and adjust policies and services to a changing community. 

Provide a focal point for exchange of City information, group discussion 
and cultural activities. 

Cooperation 

Work with groups, organizations, and other agencies. 

Work with the Library Board to further library objectives as provided 
in the Inglewood Municipal Code, 

Provide all forms of assistance to the various City departments as 
requ ired , 

Latest d eve lop ments 



Be continua lly aware of new knowledge and developments in the library 
field and apply where appropriate. 



Be .r*ui« oJ aiirciu do\ \ 1 opment s in municipal activities and technology. 
Materials 

Select, acqune, and process \a*. an attractive product) library materials 
oi all type*, with minimum de Lav to the user, and provide accurate public 
records tor all materials. 

Ma terials circulation 

Provide a ru ins tor the public to borrow and return library materials; 
make Librarv materials accessible to the public. 

provide procedures for retrieving overdue library materials and 
regis tor Lng borrowers . 

Pursonne 1 

Attempt to secure sufficient staff to offer consistently efficient service. 

Make maximum use of staff and volunteer assistance. 

Policies and procedures 

Develop library policies and procedures that are effective and public- 
service oriented. 

Subscribe to the principles of the American Library Associations Bill 
of Rights, combat attempts at censorship and any form of prejudice. 

Refer* nee and intornatio n 

kfiectivolv interpret the Library's resources to the public. 

Serv i c t s 

Prnvid" r»*;ourc* s, services, and programs lor adults, young adults (ages 
1 t ihiough 18), and children (pro-school through junior high school), 
utilizing assigned aroas and employing librarians specially trained to 
serve I heSe* y t \ oups . 

Provi.Ui hours of service convenient to all residents of the community. 

lint* r int*< no-iosl reciprocal agreements with oth«-r libraries in the area 
that r.aintain the same general level ot servue. 

Provide a convenient ne t glib. >rhood library Mrvi.ce through branch libraries 
with i"i source ., services, pio>;rams, and hours of opening which reflect the 
mods ol the sur r.oand in>; community tnd stimulate its interests. 

Provtae, as adjun<? to the public services divisions, the serial, 
continuation, mi<ro)or;n, and do* umenl resources needed and wanted by the 
e uwnu t \ . 
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Provide audio-visual materials, services, and programs utilizing assigned 
areas and employing audio-visual librarians; provide exhibits. 

Provide extended library services to those in the community not fully 
able to use library service in its traditional form. 
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MAJOR FUNCTIONS OF THL LIBRARY. HOW DIVISIONS (URVICLS AND SUPPORT ACTIVITIES) RELATE 




SERVICES 

AND 
SUPPORT 
ACT1 VITUS 



organizing- n 
v>\ dgetinc- 

rciORDINAriNC- 
PL\NN:N< * 
RLPORTINO- 
Rl SEARCH AND 
^VEMPMEN'i\ 



PROCESS I N(.- 

MAKINC 
RESOITU'FS 
AVAI LAPLK 



n CliNICAI 

proci sses 



AUDIO-VISUAL 



SI RiAL 
PUBLK A I I 0\*S 
AND 

documi :ns 



KLl ! KI.Ni I AND 
IN! okMATIoN 



UHLDRKN 1 :. 



SI i ECTLNG , 
INTER PR! TING 
RKSOURl.ES- 
CONDUCTI NG 
PROGRAMS 



MECHANICS 
OF LENDING 
LIBRARY 
MATERIALS 



i 



CIRCULATION: 
MAI": LOAN DESK 
STACK 
MAINTENANCE 



CIRCULATION CONTROL 
REGISTRATION - 
RL PR 1 1 VAL OF 
OVLRDUI 
MATERIALS 



1 XT ENS I oN SERVICE: 
BRAM H I IBKAR1 1 S - 
MK IAL SERVICES 



LIBRARY 
ADMINISTRAT 
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GENERAL GOALS AND ACTIVITIES 

As indicated in the introduction, the goals study was begun by requesting 
division he ads and thrir staff to formulate objectives, goals, and activities. 
This was followed hv a series of coniercnccs with the Library's administrative 
staff resulting in more clarified concepts. The study was then assembled and 
reviewed by the staff. 

After the Last stuff. review an analysis of the goals and activities indicated 
many common goals and activities. We observed that some goals and activities 
of a general nature were not included in other divisions where applicable. It 
was, therefore, necessary to re-evaluate and restate those goals and activities 
that were common to most or all divisions. 



It should be noted that although there are many goals and activities in common, 
each division interprets these goals and performs these activities in a manner 
relating to its divisional requirements. 

The following is a listing of general or common goals and activities (that is, 
common to three or more divisions) arranged by subject. 

GENERAL GOALS 

Budge t 

Recommend realistic divisional budget requirements and make the most 
effective use of the budget allocation. 
(A*l I divisions except Information) 

Community relations 

Keep in mind that the Library is a public service agency and make every 
effort to be courteous and helpful while displaying judgment and tact. 
(All divisions) 

Maintain a business-like appearance and attitude with the public and 
.staff, 

(All divisions) 

Develop an awareness of the nature and resources of the surrounding 
communi ty . 

(All divisions) 



Promote public awareness of services the Library renders by utilizing 
all possible communications media. 
(All divisions) 



Develop and maintain an atmosphere of trust and cooperation with the 
communi tv involving both an organised and spontaneous approach to 
public relations activities. 
(Ai 1 divisions) 
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Hi- .iwat" '1 |»>iMu' ue".-> I luiorunt 1 u t and 1 tbrarv resources available 
in order to prwidr the me in . » aiiSwer chose needs. 

'All division; except Ci \'\. ilal ion , Circulation Control, 
Of t \ i t j IV< hnii -i! Processes J 

Conduct studies and te.teirch, both original and secondary, in divisional 
areas ot .icuvitv , a^id make results available, 
i A) 1 d i v r isix>n , ) 

Participate in Citv-vule programs. 
(A 11 <i i v i s ion:- ) 

Involve cominunitv members in planning of and participation in library 
service and programs. 

<Ail divisions except Circulation, Circulation Control, 
0 1 f ice . trials. I eebni cal Prot esses ) 

He aware ol and initiate assistance when need is evident. 
(Al 1 d i vi sions except Office, Technical Processes) 

Work with groups, organizations and other agencies. 
'A 11 d iv i s ions t 

Cooperar ion 

Provide assistant e to, i-^eiv*' assistance from, and cooperate with other 
library divisions, Citv departments, and other agencies and groups as 
requi red . 

(All d i vi s ions ) 

Latest developments 

tte aware of the latest developments in the division f s area of activity 
and the librarv i»rld in general and appiy where appropriate. 
(M 1 d i v i s i on s ) 

Ma t e r i a 1 s 

identity and select librarv materials, based on an approved selection 
policv, so ts to provide an ample collection of all forms of library 
materials that ivilect the interests and needs of the community. 
'All d i vis i »ns " except Circulation, Circulation Control, 
(Utiie, Tei hti u n\ Processes 

Keview and evaluate resoutee*. on a continuing basis to insure collections 
are entreat and continu»' to it? fleet the needs of the community, 
i A 1 1 divisions L^«-'»pt Circulation, Circulation Control, 
Iniormation, Office, Technical Processes) 

Encourage 1 i brat v use rs ind sin: f make order suggest ions . 
< A 1 I divisions »»x<.ept Circulation, Circulation Control, 
Off ice , Technical Processes) 



I 



Materials c irculacion 

Provide a procedure for charging, receiving, and reserving library 
materials chat will be easy to use, accurate, and require a minimum 
transaction time, 

(Aud io-vLsual , Circulation, Circulation Control, Extension, 
Social Services) 

Materials maintenanc e 

Insure that library r.idterials are promptly reshelved when returned and 
that stacks are in good order. 

(Audio-visual, Circulation, Extension, Serials, Social Services) 

Insure that library materials are in good condition before being 
reshe Ived . 

(Audio- visual , Circulation, Extension, Serials, Social Services) 

Mater ia Is processing 

Employ systems of cataloging and processing best suited to the nature 
of the various media. 

(All divisions except Circulation, Circulation Control, 
Information, Office) 

Provide fully processed library materials that are attractively packaged 
for the public. 

(All divisions except Circulation, Circulation Control, 
In format ion, Office) 

Review and evaluate procedures on a continuing basis to insure an 
efficient flow ol library materials through all processing stations. 
(Audio- vi sual , Reference, Serials, Social Services, 
Techn i ca I Processes ) 

Per sonne 1 

Make maximum use ol staff. 
(All di visions,) 

Provide a productive and pleasant working environment. 
(Al I d i vis ions ) 

Policies and procedures 

Be aware oC Library policies and procedures. 
(All divisions) 

Review and evaluate procedures on a continuing basis to insure a service 
that is responsive to the public. 
(All divisions) 
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Piovid- anil r!ii » ii'i i" ,ui 1 1 ** , k omp t e , up-to-date records, catalogs, 

Hid f I 

Roteroneo and nu,»r:iuf i \ 



Provide rt'h'n-iiv .nd [ u\ oniuit ior. s^rvic^s. 

<Al! divisions » Xv opt Ci rcuiat ion, Ci r ni lat ion Control, Office) 

Give leaders advisorv service. 

(A I I divisions except Circulation, Circulation Control, 
I n t orraa? ion , O f l ice , Teehn Lea I Processes ) 

Be awn iv oi the la >iar\ organi /,at i on , structure, and personnel, so that 
the public can be directed to i lie proper source Lor assistance, 
(All d ivis ims ) 

Teach the public how to I ind library materials. 

< A 1 i divisions except CircuLat ion , Circulation CoiCrol, 
Off ice . I echn i cn I Processes ) 

Have at least one we 1 1 - trained reference librarian on duty at aLL times 
the Librarv i.s open. 

(Aud i o- v i sua 1 . Ch i Idren 1 s , Kxtens ion , Re f erence , Young Adult) 

Se rvices 



Review md evaluate seivues on a con tanning basis to insure a service 
that is responsive to the public. 

(All divisions except Oil ice, Technical Processes) 

Provide for ado<pi.ite nianpowei and materials to continue any initiated 
or planned solvit es «iz programs. 
(All divisions) 

be aware oi puolu t* act ion toward Librarv services, resources, 
procedur »s , pi o grants , md t ac i 1 i i ies . 
(Ail d i vis toitS > 

Develop pr ><ra»is responsive to oimauni ty needs. 

(Ami! I »">- i it , Ch i idren 's, Kxt ens i on, Social Services, Young Adult) 

Provide guidu.i* 1 e»d r r.o, iiiv in the use ol the Library to promote 
knowledge ;m<\ re id enjo\mont. » 

'And i o- 'i sua i , Ch i Mr en 1 «. , Kxt ens i on > Re 1 erence , Serials, 
YtHH./, Ada 1 1 ) 
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'Supplies, equipment, and m aintenance 



Insure adequate supplies are available and that equipment used by 
the public and stall is kept operable. 
(All d ivis ions ) 

Be aware of building maintenance needs. 
(Ail divisions) 

Volunteers 

Make maximum use of volunteer assistance. 
(All divisions) 
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Prepare Jivisi* ' ■ i*t •? ro'ju*^' ami u M .U'W bud^( allocation 
<All ih'"!* > >*u» c\u'p' I ; ornui i on ) 
Conn.un i t y i <•_? ■ ^ 

Prepaid r« ws h'!<M.i»f., »>uu huios, leatlets, and posters. 

4 A I 1 'Ji\ isiou:. ^ 

Pivpaiv hook 1 is' * . 

'All divisi n «<t«pi Ciroula*:m, C i rcul'it ion Control, 
r»»chin» a I IT >< osst\s » 

Contact ludi'.iduai unnnmniiv tn»- -iln rs> , local organizations, schools, 
libraries, i ust i t ut i ows , agencies, roc rea Clonal facilities, and 
bus i nosses . 

i Al i J i \. i J l or , > 

(♦ive talks and diraoi\st i at ious ; conduct library orientations, 
i A 1 1 Jrisiw » opt Circulation, Circulation Control, 
Oti leehnual Processes'* 

Arrange clisplavs M library materials, 

< A 1 1 di <a isiotib except Circulation, Circulition Control, 
Oil ice, Technual Processes) 

Maintain public it* bonds. 

* A 1 1 divisions »>oept Circulation Control, Technical Processes) 

Alton! and p in i * i ;> i' «- in <onnm:itv moorings and activities. 
(Al ! li^i .5 os. » i 

Makr studios; o'd r-p 'i ts. 
i Al ! ii' i a-Ms » 

Aciivlv s.t, m* ltd <s^«^ ( Lo public in the use of library resources. 

♦ All 'iivi 1 1 »n * a wept Circulation, Circulation Control, 
Dili •» , .t* hui* tl Processes) 

DrKai.i/r f?v ■ v > ' t , ;if it's whub utilise library facilities and resources. 
< A 1 1 hvisi*'.. «'p* faroihii ion, Circulation Control, Office, 
Sofia I*. I*' Iianal Proteges) 

i<.^;n»- mm *r<u' ' >'n <'iT)!i/ < omnut. j t v < Imii^os I rotn the Cily Planning 
h(*par f 'Tn* it i i t'd.'i rf'v d -p irMn ni! s . 

< A * 1 h i.i\ »"<opT oinulit'an, Circulation Control, 
! i»c!n a I Pr u > sso . » 
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Refrain from making negative statements to the public concerning City 
policies or activities and avoid personal or controversial subjects. 
(Al I d i vis ions) 

Cooporat ion 

Request materials and services from other Library divisions. 
(Al I di vi sions) 

Latest developments 

Read professional literature, attend meetings and conferences, visit 
libraries, and view demonstrations of nev methods and equipment. 
(All divisions) 

Mater ia Is 

Review library media, order suggestions, and use indicators as a basis 
for selection. 

(Ail divisions except Circulation, Circulation Control, Office) 

Review new library materials as received. 

(All divisions except Circulation, Circulation Control, 
Office> Technical Processes) 

Analyze library collections and withdraw materials no longer suitable. 

(All divisions except Circulation, Circulation Control, Office) 

Supply trade bibliographic information on order and withdrawal records. 
(Audio-visual, Children's, Extension, Serials) 

Conduct inventories of library materials. 

(All divisions except Circulation Control, Office) 

Consult with vendors of library materials and publishers* representatives. 
(All divisions except Circulation, Circulation Control, 
I n forma t ion , Of f ice ) 

Return defective or unwanted library materials. 

(Audio-visual, Serials, Technical Processes) 

Materials circulation 

Charge and receive library materials. 

(Audio-visual, Circulation, Extension, Social Services) 

Reserve library materials and maintain files. 

(All divisions except Serials, Technical Processes) 

Collect lines on overdue library materials. 

(Audio-visual , Circulation, Circulation Control, Extension) 

Se:n»h public stacks lor requested library materials. 
(All divisions except Office) 
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Releive and unite Iihrur\ material*. 
• All J i visions except Oft ice) 

M a t o r i a 1 s jS£U?ij £S a S> l ' 

Inspect » col late t and clean 1 lbrarv materials . 

iA;.«Ii il . Circulation. Kx tons ion , Serials, Social Services) 

Shelve returned librarv materials and shelL-read stacks on a continuous 
has is . 

i And * vi Mia 1 . I'i rculat i or. , Kx tons ion , Reference , Serials, 
Social Services ) 

Appraise dan^ iged I ibrary materials . 

< Aud io- v i mi a 1 . Circula t ion Cont rol , Kxtcns ion , Serials, 
lechn ;e.il Processes') 

Mend library materials requiring minor repairs. 

» Aud io- visual , Ci rculat ioa , Extension , Serials, Technical Processes) 

Ma t or i a Is p roc o s s ing 

Order, receive, and process library materials. 

(Audio-visual, Serials, Social Services, Technical Processes) 

Cover library materials with plastic. 

(Audio-visual, Children's, Circulation, Extension, Serials) 

Personnel 

Contact schools and ot!nr employment sources in recruiting applicants 
for positions, utilising affirmative action standards. 
(All divisions except Information) 

Interview applicants for positions; sihedulo and supervise personnel; 
maintain tune worked records; prepare work pertormance reviews and 
counsel as ivu-s^ar\ , determine training needs and conduct specialized 
in-service train inc. 
(A 1 1 divisions ) 

Insure that sta:i:nc is provided at all public desks. 
I A 1 1 d i \ tsi ons » 

Conduct stai : r.^>. 
All d i'.i ^ loos » 

Policies a n d p r * >_e_« * lures 

Read Mbrarv prnel tiaKs, memos , and t. ports: disseminate 

information: report on problem areas and surest procedural improvements; 
attend sta : i tree; itvs . 

AW iiMMo. 
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Explain Library policies and procedures to the public. 
(AIL divis ions) 

Review procedures, activities, and services, and incorporate changes in 
division manual revision. 
(All divisions) 

Records and files 

File and withdraw public catalog cards and records, accurately and 
prompt 1 y . 

(All divisions except Circulation, Circulation Control, Office) 

Prepare and file correspondence and compile statistics. 
(All divisions) 

Maintain account records for divisional library materials. 
(Audio- visual , Serials , Technical Processes) 

Initiate claims for library materials not received. 

(Audio-visual, Office, Serials, Technical Processes) 

Receive and record money accurately. 

(Audio-visual, Circulation, Circulation Control, Extension, Office) 

Reference and information 

Explain the resources, catalogs, and indexes to the public. 

(All divisions except Circulation, Circulation Control, Office) 

Answer reference questions. 

(All divisions except Cit'iu Idlion , Circulation Control, 
Information, Office, Technical Processes) 

Assist the public in the location of library materials. 

(All divisions except Circulation, Circulation Control, 
Office , Technical Processes) 

Have a general knowledge of the duties and operating procedures 
involved in manning public desks. 
(Al I divisions) 

Direct and explain to the public the use oL the library facility. 
(All divisions) 

Assist the public in the location of materials and services not provided 
by the library system. 
(All d ivi s i ons ) 

Ser vice s 

Prepare and eva 1 uat ? ques t i onnai res concerning servi ces . 
(All divisions except Office, Technical Processes) 
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CoikIik i st .it l eon I ereuees to plan and evaluate services and programs . 
(All d i v i s 1 .»^s except Of! 1 ce . Technic a I Processes ) 

Inform oilier Library divisions of public read ion Coward Library 
policies, oi w I*, its res . vTvic os , and resources. 
(All d iv 1 s 1 ons ; 

DisconLimie anv services, programs, activities, or procedures that no 
longer ful I i il the needs oi the communi cy . 
(A 1 L d i vis ions ) 

Supp L ies , equ ipment , and ma i nlenance 

Request supplies and maintain a stock inventory. 
(All divisions) 

Inspect and clean equipment and request maintenance service as required. 
(All divisions) 

Survey public areas of the Library for maintenance needs. 
(Ail divisions) 

Volunteer s 

Contact possible sources of volunteer assistance; prepare job duties list; 
interview volunteets; train volunteers; schedule and supervise volunteers; 
maintain records of time worked; and evaluate work performance. 
(All divisions) 



ERIC 



A. ) 



EXTENSION DIVISION 



DIVISION OBJECTIVE 

The Extension Division will provide convenient neighborhood library service 
through branch libraries with resources, services, programs, and hours of 
opening which reflect the needs of the surrounding community and stimulate 
its interests. 

GENERAL GOALS 

Budg et 

Recommend realistic divisional budget requirements and make the most 
effective use of the budget allocation. 

Community re la t ion s 

Keep in mind 'that the Library is a public service agency and make every 
effort to be courteous and helpful while displaying judgment and tact. 

Maintain a business-like appearance and attitude with the public and 
staff. 

Develop an awareness of the nature and resources of the surrounding 
community. 

Promote public awareness of services the Library renders by utilizing 
all possible communications media* 

Develop and maintain an atmosphere of trust and cooperation with the 
community involving both an organized and spontaneous approach to 
public relations activities. 

Be aware of public needs for information and library resources available 
in order to provide the means to answer these needs. 

Conduct studies and research, both original and secondary, in divisional 
areas of activity, and make results available. 

Participace in City-wide programs. 

Involve community members in planning of and participation in library 
service and programs. 

Be aware of and initiate assistance when need is evident. 
Work with groups, organizations, and other agencies. 
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Coo|u't ion 

Provide a:>u<>t nu e to, receive assistance from, and cooperate with other 
Libra rv divisi<ns, C.itv departments, and other agent* Les and groups as 
1 e<|u s i ■ i . 



Latest ( h^v I > op nenj_g 

Be aw.iic ol 'in l«*U*st developments in the division's area of activity 
and the libiarv 1 i o Id in general and apply wnere appropriate. 



Mat e t J ajjs 

Identity and scl.'i t library materials, based on an approved selection 
poluv, so .is t o provide on ample collection ol all forms of library 
materials » IkU tri lect the interests and needs of the community* 



Review and evaluate resources on a continuing basis to insure collections 
are current and continue to reflect the needs of the community* 

Encourage library users and staff to make order suggestions. 



Ma t e r ia Is c i rcu I a t i on 



Provide a procedure for charging, receiving, and reserving library 
materials that will be easy to use, accurate, and require a minimum 
t ransac t ion t iinc . 



Materials ma intenance 



Insure that library materials are promptly reshelved when returned and 
that stacks are in good order. 

Insure that Ul vary materials are in good condition before being reshelved. 
Mat cr ials process i ng 

Kmploy systems of cataloging and processing best suited to the nature of 
the various media. 

Provide Uillv processed library materials that are attractively packaged 
tor i he pub lie. 

Personn e ) 

Make maximum use of staff. 

Provide a productive and pleasant working environment. 



Po Wei e s and p r « u edu r ■ - s 

Be awaie ol Librirv policies md procedures. 



Review and evaluate procedures on a continuing basis to insure a service 
that is responsive to the public. 

Records and files 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
and files. 

Reference and information 

Provide reference and information services. 

Give readers advisory service. 

Be aware of the Library organization, structure, and personnel so that 
the public can be directed to the proper source for assistance. 

Teach the public how to find library materials. 

Have at least one well-trained reference librarian on' duty at all times 
the Library is open. 

Services 

Review and evaluate services on a continuing basis to insure a service 
that is responsive to the public. 

Provide for adequate manpower and materials to continue any initiated 
or planned services or programs. 

Be aware of public reaction toward Library services, resources, 
procedures, programs, and facilities. 

Develop programs responsive to community needs. 

Provide guidance and training in the use of the Library to promote 
knowledge and reading enjoyment. 

Supplies, equipment, and maintenance 

Insure adequate supplies arc available and that equipment used by the 
public and staff is kept operable, 

Ho aware of building maintenance needs. 

Vol un leers 

Make maximum use of volunteer assistance. 
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CKNERAL AC I ! V 1 I IKS 

Budget 

Prepaid il : vis u»»d^ei request and review budget allocation 

period ical 1 y . 

Conummi t y r e I at ions 

Prepare news releases, brochures , leaflets, and posters. 

Prepare book! ists . 

Contact md ividual community members , local organizations , schools , 
libraries, inst i tut ions , agencies, recreational facilities, and 
businesses. 

Give Utlks and demonstrations; conduct library orientations. 
Arrange displays of library materials. 
Maintain pub Tic bulletin boards. 

Attend and participate in community meetings and activities. 
Make studies and reports. 

Actively seek out and assist the public in the use of library resources. 

Organize group activities which utilize library facilities and resources. 

Request information concerning community changes from the City Planning 
Department and other City departments. 

Refrain trom making negative statements to the public concerning City 
policies or activities and avoid personal or controversial subjects. 

Coo pe rat io n 

Request materials and services from other Library divisions. . 

Late st developm ents 

Read prouv>si >nal literature, attend meetings ami conferences, visit 
libririos, and view demonstrations of new methods and equipment. 

Mater i al s 

Review librarv media, order suggestions, ind *ise indicators as a basis 
for select ion. 
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Review new Library materials as received. 

Analyze Library collections and withdraw materials no longer suitable. 
Supply U'adu bibliographic information on order and withdrawal records. 
Conduct inventories of library materials. 

Consult with vendors of library materials and publishers' representatives 
Materials circulation 

Charge and receive library ma tcria Is . 

Reserve library materials and maintain files. 

Collect fines on overdue library materials. 

Search public stacks for requested library materials. 

Receive and route library materials. 
Materials maintena nce 

Inspect, collate, and clean library materials. 

Shelve returned library materials and shelf-read stacks on a continuous 
basis . 

Appraise damaged library materials. 

Mend library materials requiring minor repairs. 
Materia Is processing 

Cover library materials with plastic. 
Personnel 

Contact schools and other employment sources in recruiting applicants 
for positions, utilizing affirmative action standards. 

Interview applicants for positions; schedule and supervise personnel; 
maintain time worked records; prepare work performance reviews and 
counsel as necessary; determine training needs and conduct specialized 
in-servi.ee training. 

Insure that staffing is provided at all public desks. 
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Conduct 8i a! t mod ings. 

Pol ic ies and procedures 

Read Li it pto<td'ii il liiaiaials, i*icmot> , and reports; disseminate 
uitormat 1011; report on problem areas and suggest procedural improvements; 
attend stnfl meet :ngs. 

Explain Lihrarv policies and procedures to the public. 

Review proceduies, activities, and services, and incorporate changes in 
division manual revisions. 

Records and files 

File and withdraw public catalog cards and records, accurately and 
p r omp 1 1 y . 

Prepare and file correspondence and compi le statistics. 
Receive and record money accurately. 
Reference and information 

Explain the resources, catalogs, and indexes to the public. 
Answer reference questions. 

Assist the public in the location of library materials. 

Have a general knowledge of the duties an^ grating procedures involved 
In manning public desks. 

Direct and explain co the public the use of the library facility. 

Assist the public in the location of materials and services not provided 
bv the library svstem. 

Services 

Prepare and evaluate questionnaires concerning services. 

Conduct staff conferences to plan and evaluate services and programs. 

Inform other Library divisions of public reaction toward Library policies, 
procedures , servi ces , and resources . 

Discontinue any services, programs, activities, or procedures that no 
longer fulfill the needs of the community. 
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Supplies, equipment, and maintenance 

Request supplies and maintain a stock inventory. 

Inspect and clean equipment and request maintenance service as required. 
Survey public areas of the Library for maintenance needs. 
Volunteers 

Contact possible sources of volunteer assistance; prepare job duties list; 
interview volunteers; train volunteers; schedule and supervise volunteers; 
maintain records of time worked; and evaluate work *pe r f ormance . 
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DIVISION OBJECTIVE 

The Library Otfice will provide centralized direction for all Library 
divisions , furnishing information necessary for the efficient internal 
operation of the Department and for the Department's relations with 
other City departments as well as outside organizations and individuals. 

DIVISION GOALS 

Budget 

Admin is ter and coordinate Library fiscal procedures. 
C ooperation 

Act as liaison with the Library Board and the Friends of the Library. 
Personnel 

Administer the Library ! s personnel program. 

Implement the City's affirmative action program in the Library. 
Policies and procedures 

Insure that pertinent information is promptly conveyed to employees. 
Public relations 

Coordinate an active publication program. 

Serve as reception point for callers on library business. 
Records and f i les 

Expeditiously handle correspondence to, from, and within the Library. 
Supp lies, equipment , and maintenance 

Provide for the efficient physical operation of the Library. 
GENERAL COALS 
Budget 

Recommend realistic divisional budget requirements and make the most 
effective use of the budget allocation. 
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Community re la t ions 



Keep in mind that the Library is a public service agency and make 
every effort to be courteous and helpful while displaying judgment 
and tact. 

Maintain a business-like appearance and attitude with the public and 
staff. 

Develop an awareness of the nature and resources of the surrounding 
community. 

Promote public awareness of services the Library renders by utilizing 
all possible communications media. 

Develop and maintain an atmosphere of trust and cooperation with the 
community involving both an organized and spontaneous approach to 
pub lie relations activities . 

Conduc t studies and research , both origina 1 and secondary , in 
divisional areas of activity, and make results available. 

Participate in City-wide programs. 

Work with groups, organizations, and other agencies. 
Cooperation 

Provide assistance to, receive assistance from, and cooperate with 
other Library divisions, City departments, and other agencies and 
groups as required. 

Latest developments 

Be aware of the latest developments in the divisions area of activity 
and the library field in general and apply wher^ appropriate. 

Personne 1 

.Make maximum use of staff. 

Provide a productive and pleasant working environment. 
Policies and procedures 

He aware of Library policies and procedures. 

Review and evaluate procedures on a continuing basis to insure a 
service that is responsive to the public. 

Records and files 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
and files . 
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IU awn*. * i ti » Ltbi>«:\ oi\.: ut 1 .Ml i on , structure, and personnel so that 
UK- puhiu i an b« diiict.'d to tli« proper source* lor assistance. 

Sorvju e s 

Pioildi foi adcq*Kitt uuinp^Wi r and maU rials to continue any initiated 
or planned s« rvic« > or programs. 

Be aware ol pub I i c rent. I ion toward Library set'v Lees , resources , 
procedure s , progr ins , and i xici lilies. 

Su pp I i es , equipment , and maintenance 

Ins'ir* adiquali supplies are avai Uibli and that equipment: u.sed by the 
public and stall" is kept operable, 

hi aware of building maintenance needs. 

Vo lu nt vers 

Make maximum usv at volunteer assistance. 
DIVISION ACTIVITIES 
Budget 

Coordinate budget preparation and administration. 
Personno I 

Interpret provisions et salary plans, Civil Service Regulations, and 
» do^'i-nuts r« Lit i si>* lo City personnel policy. 

Take piompi av l ion to improve working conditions. 

();>:.». i i tit * i pi • ( ii..«ns o! city personnel policies in case of disagree- 
ment as otherwise required. 

!ibk is, post I ioim in tt-r:r.s of requirements, duties, and 
i . spt it * i bi 1 1( : o . 

A* < « pi lad [nwu appli at ion. lor Library positions; maintain eligible 
list lor us.e in tilling va( unties. 

(oireinit' p*rsonii*i .tlieduling and provide staffing in emergency 
S i Pi it i v>n * . 

Weak A'ith division 'w ids in planning moi e efficient use of employee 
t i n> and in *nasMrhu» tinplovee el I oeti \eness . 
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CuiKiin L and up-date surveys of personnel by race and sex. 
Implement a program of employee safety. 
Coordinate scheduling of Library delivery clerk. 

Schedule and arrange for testing of applicants and employees (for 
part-time posi tions) . 

Polic i cs and procedures , ' 

Prepare and d« :»t r ibutc memos to Library staff regarding policies and 
procedures to be followed in the operation of the Library. 

i)i ssenihutte information to employees regarding activities concerning them. 

Pub 1 ie re lat ions 

Receive ca I lurs . 

Record appointments. 

Generate reports, incorporating statistics and other information 
furnished by Library divisions. 

Assist in the preparation and editing of Library procedural manuals, 
studies, and publicity releases. 

Records and files 

Process payroll information accurately and adjust records as required. 

Maintain complete files of all incoming and outgoing memos and other 
correspondence . 

Prepare outgoing Library correspondence in acceptable final form. 

Receive and route incoming correspondence by telephone and City 
inter-departmental mai 1 , 

Maintain records of requests for use of Library Lecture Hall. 

Receive and review user's reaction forms and route to appropriate 
divisions for action. 

Supplies , oqui pment t and maintenance 

Initiate requisitions for supplies and equipment needed by other Library 
divisions. 

Prepati work oi'de-t.s lor maintenance oS library buildings cind request 
maintenance service* on library equipment. 
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GLNIKAI. AiTl VITUS 
Budget 

Prepare division'* budget request and review budget allocation 
peri odicalK . 

( ommun i tv re la t i or.s 

Prepare news releases , brochures , leaflets, and posters. 

Prepare booklists. 

Contact individual community members, local organizations, schools, 
libraries, ins Li tut ions , agencies, recreational facilities, and 
businesses. 

Maintain public bulletin boards. 

Attend and participate in community meetings and activities. 
Make studies and reports. 

Request information concerning community changes from the City 
Planning Department and other City departments. 

Refrain from making negative statements to the public concerning City 
policies or activities and avoid personal or controversial subjects. 

C ooperat ion 

Request materials and services from other Library divisions* 

Latest developments 

Read professional literature, attend meetings and conferences , visit 
libraries, and view demonstrations of new methods and equipment. 

Materia Is circulat ion 

Reserve library materials and maintain files. 

Per sonne 1 

(onlact schools and other employment sources in recruiting applicants 
for positions, utilizing affirmative action standards. 

Lntcivicfe applicants for positions; schedule and supervise personnel; 
maintain time worked records; prepare work performance reviews and 
coun.se I as necessary; determine training needs and conduct specialized 
in-service I raining. 
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Insure that sea fling is provided at all public desks. 

Conduce staff meetings. 

Polic ies and proc e dures 

Read Library procedural manuals, memos, and reports; disseminate 
information; report on problem areas and suggest procedural improve- 
ments; attend. staff meetings. 

Explain Library policies and procedures to the public. 

Review procedures, activities, and services, ond incorporate changes in 
division manual revisions. 

Records and files 

Prepare and file correspondence and compile statistics. 

Initiate claims for library materials not received. 

Receive and record money accurately. 

Reference and information 

Have a general knowledge of the duties id operating procedures involved 
in manning public desks. 

Direct and explain to the public the use of the Library facility. 

Assist the public in the location of materials and services not 
provided bv the library system. 

Serv ices 

Inform ether Library divisions of public reaction toward Library 
policies, procedures, services, and resources. 

Discontinue any services, programs, activities, or procedures that no 
longer fulfill the needs of the community. 

Supplies, equipment, and maintenance 

Request supplies and maintain a stock inventory. 

Inspect and clean equipment and request maintenance service as required. 
Survey public areas of the Library for maintenance needs. 
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Vo llllUt'iTS 



Contact possibh sources oi volunteer assistance; prepare job duties 
list; interview volunteers; train volunteers; schedule and supervise 
volunteers; maintain records oL time worked; and eva luate , work 
performance ♦ 



CIRCULATION DIVISION 

DIVISION OBJECTIVE 

The Circulation Division will provide a means for the public to barrow 
and return library materials; make library materials accessible to the 
public . 

GENERAL GOALS 

Budget 

Recommend realistic divisional budget requirements and make the 
most effective use of the budget allocation. 

Community re la t ions 

Keep in mind that the Library is a public service agency and make 
every effort to be courteous and helpful while displaying judgment 
and tact. 

Maintain a business- like appearance and attitude with the public 
and staff. 

Develop an awareness of the nature and resources of the surrounding 
community. 

Promote public awareness of services the Library renders by utilizing 
all possible communications media. 

Develop and maintain an atmosphere of trust and cooperation with the 
community involving both an organized and spontaneous approach to 
public relations activities. 

Conduct studies and research, both original and secondary, in 
divisional areas of activity, and make results available. 

Participate in City-wide programs. 

Be aware of and initiate assistance when need is evident. 
Work with groups, organizations, and other agencies. 
Cooperation 

Provide assistance to, receive assistance from, and cooperate with 
other Library divisions, City departments, and other agencies and 
groups as required. 
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L at r;> j deve 1 opm< nt s 



I)e aw ir t* of the latest developments in the division's area of activity 
and tiu lihrarv iield in general and applv where appropriate. 

Maten j Is i i rcu I tl ion 

Provide a procedure for charging, i ecciving, and reserving library 
materials that will bo easy to use, accurate, and require a minimum 
transac i ion t ime . 

Mater : a Is raal neenance 

Insure that Library materials are promptly rcshelved when returned and 

that stacks are in good order. 

Insure tl.'t library materials arc in good condition before being 
reshe lved . 

Personnel 

Make maximum use of staff. 

Provide a productive and pleasant working environment. 
Policies and procedures 

Be awaro of Library policies and procedures. 

Review and evaluate procedures on a continuing basis to insure a service 
chat is responsive to the public. 

Records and ( i les 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
and f i K-s # 

K e t e v e nc e a nd i n 1 a nua (ion 

i,e aware of the Library organization, structure, and personnel so that 
t!u* public can be directed to the proper source for assistance. 

Services 

Review and evaluate services on a continuing basis to insure a service 
that is responsive to the public. 

Provide tor adequate manpower and materials to continue any initiated 
or planned services or programs. 

Be aware of pub 1 it reac t ion toward Library services , resources , 
procedures, programs, and facilities. 



I 



Supplies, equipment., and maintenance 

Insure ulequate supplies are available and that equipment used by the public 
and staff is kept operable. 

He aware of building maintenance needs. 

Volunteers 

Make maximum use of volunteer assistance. 
GENERAL ACTIVITIES 
Budget 

Prep ire division's budget request and review budget allocation periodically. 
Community re I at ions 

Prepare news releases, brochures, leaflets, and posters. 

Com id individual community members, local organizations, schools, libraries, 
institutions, agencies, recreational facilities, and businesses. 

Attend and participate in community meetings and activities. 

Make studies and reports. 

Refrain from making negative statements to the public concerning City policies 
or activities and avoid personal or controvers i«i I subjects. 

Cooper at ion 

Request materials and services from other Library divisions. 
Latest developments 

Read professional literature, attend meetings and conferences, visit libraries, 
and view demonstrations of new methods and equipment. 

Materials circulat ion 

Charge and receive library materials. 

Reserve library materials and maintain files. 

Collect fines on overdue library materials. 

Search public stacks for requested library materials. 

Receive ind route library materials, 
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M a ej i_ > 1 i n *;. 

I . i , . o , 1 , ' . 'i i . ^ i ii * « r i * 1 s . 

SL<-!v ictiii . . ill ..it.ii.il. 1.14.1 she i i - read stacks on a continuous basis. 
Mi no . .*» i i » . ' < i * ' « i« ^ut it..' v tu.'i t epai rs . 
M.u • r i 1 1 » pi o* « 



Cowr ' ibr »r M »i .i • i i « ' * vi'ih pi . i< . 

Con: >u t «.( h<\ i ->'Ih r ««mp 1 ovnuni souru's in recruiting applicants for 

pjsit un;s, m . i/ii^ iinmil ivi- -id ion standards. 

ln(*r' i« w . t »| i i! *ts hit p^sit ioius; schedule and supervise personnel; maintain 
» i ait 1 wotted i.< ,t f»tep»ri work pc r i'ormanc e reviews and counsel as necessary; 
dti*>rmn;e ti lawin 1 u eds and conduct specialized in-service training. 

iusur. th .t ,n iiu> i.v provided at all public desks. 

Cotnluc I ill cme ' * "i^s . 

:'o lies e.S y.iul pro< /; * « u 

Read iilru\ prv- • <lur i< mu.uais, m-inos , ami reports; disseminate information; 
n por» >n ptoh4**>n .a« .is and suggest procedural improvements; attend staff 
mee t i res . 

K.<;>. iii: Li*»r r. j»oiui»s aud procedures to i he public. 

H - u v, j t i 'it«-». -divii; ■ and "I'TVics and incorporate changes in 

J l V . s i'Oi "jill'M, h . 1 ^ 1 - »I • . 

; >i t_ u r_:_i _ _ : 
;* s . 4 . i ; „ , , ijt 1 m i' aid c onm t 1 ♦» s t « t t ;> I i c S . 

« " . r 'i i ; . ' c m \ , 

K\ : .m , . , ■ \ ' • : » -t_. a. 

o < > , t »i tin bit i* s tiid i »•» r 1 1 nut procedures involved in 

m K " ! . ' ' ! c tr« u^» »»l the i ibr m " tactltty. 

,»»'!'.,. . . . . i f t. n o: r n#C' i iah; <<;id services not provided 



Services 

Prepare and evaluate questionnaires concerning services . 

Conduct staff conleivnces to plan and evaluate services and programs. 

Inform other Library divisions of public reaction coward Library 
pol ic ies , procedures » services , and resources . 

Discontinue any services, programs, activities, or procedures that no 
longer fulfill the needs of the community. 

Suppiies, equipment, and maintenance 

Request supplies and maintain a stock inventory. 

Inspect* and clean equipment and request maintenance service as required. 
Survey public areas of the Library for maintenance needs. 
Vo lun tee rs 

Contact possible sources of volunteer assistance; prepare job duties list 
interview volunteers; train volunteers; schedule and supervise volunteers 
mainrun records of time worked; and evaluate work performance. 



DIVISION ( u > I H I i \ * 

l\w < i i i 1 1 at i 01 1 "nisoi M'.ision v.ill maintain in ords oi library materials 
charged. pro\ide » aro*idure tor r t* 1 1 i cv 1 ng ov»iduo mat ei i a Is ; and register 
1 ibrarv borro < rs, 

!>I\ cuAi . 

Provide i procedun toi th\ registration ot library users that will secure 
adequate in U*raa t io"i 1. ith ".iinimuui inconvenience to the borrower. 

Provide an lUnt.vi procedure tor informing the public of overdue library 
;*uit eri lis . 

<.| NI.RAL ».uAIpS 

Budget 

Keconsneud r*. * 1 1 s 1 1 c divisional budget requirements and make the most 
of tec civ* us 1* oi tin budget allocation, 

Community 1 k hi t ioes 

K« ep la niud lb u tin Library is a public service agency and make 
every i t lor: »o bt courteous and helpful while displaying judgment 
and t u t . 

Mai-itain business- like appearam c and attitude with the public and 
st i l t . 

v I >;> . h )J Uie nature and resources of the surrounding 

i'n»Mot> p'. In irt uess ot »ei vices { lie librarv renders by utilizing 
'!l p i« • 1! ir 1 'Hni'M,: eat ions redia. 

,'i • 1 i>p :* c' i' 1 ' i»" >r, » f :nosphere *>t trisl aid cooperation with the 
< ou an. * . 'u 1 ' 1 :s both m org »ni:'ed md s posit ineous approach to 
pun t a ^ 1 ( I . t \ >,,«. t. ; i\. Lit s. 

■ k >i d : .» di< s d n S( nH*, Sub original and secondary, in 
d 1 \ 1 , 1 a * 1 i < i ♦ is • ' u ivi'v, itk! make n suit s aval lab le. 

V ix t 1 1 i > ' < J 1 1 ' \ - sde pro, ■ ants , 

. »i .d im! . .!« '.sis' iih c .vht ,1 need is evident, 

i*i , ' ♦ * » , ' j 1 ' ' \ • 4 , iud ot t i • - 1 1^ I'ta i (*s « 



ERIC 



Cooperat i on 



• provide assistance Lo, receive assistance* from, and cooperate with 
other Library divisions, Citv departments, and other agencies and 
groups as required. 

Latest developments 

Be aware of the Latest developments in the division's area of activity 
and the Library field in general and apply where appropriate. 

Ma t e r La I s c i r c u 1 a t i on 

Provide a procedure for charging, receiving, and reserving Library 
materials that will be easy to use. accurate, and require a minimum 
transaction time. 

Per sonne I 

Make maximum use of staff. 

Provide a productive and pleasant working environment. 
Policies and procedures 

Be aware of Library policies and procedures. 

Review and evaluate procedures on a continuing basis to insure a 
service that is responsive to the public. 

Records and files 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
and files. 

Reference and information 

Be aware of the Library organization, structure, and personnel so that 
the public can be directed to the proper source for assistance. 

Services 

Review and evaluate services on a continuing basis to insure a service 
that is responsive to the public. 

Provide for adequate manpower and materials to continue any initiated 
or pLanned services or programs. 



Be aware of pub 1 u reaction toward Library services, resources, 
procedures, programs, and faci Li ties. 



insuit ,RK*iii.!t< supplies ari available and that equipment used by the 
pub 1 1» and stall is ktpl operable. 

b. iA ■ . • i' . Id : n : 1 1 ut i-n-nu'i ds . 

Vo luiUu r *' 

Mike maximum >i .< ol volunteer assi stance. 

DIVISION ACI'lVl r ! I s 

Mat cr i a 1 ? ; ^ircui ui on 

Dismiss ov-tdiu., problems with borrowers In person or by telephone. 

Assist ipplii.int.* in completing regi s LraL ion forms; interpret and 
exp la i n i t si r ii i on po I ic v to the pub lie. 

Telepiiiuu delinquent borrowers and pick up materials at their homes. 
Kile losnplaints and appear in small claims court. 

l\pi ovt nines notices and statements; locate appropriate film frames 
and take prints. 

Kevrort transact Son cards and maintain keysort files. 

Ma ter La 1 s ma i nt »■ nance 

Advise tin Technical Proc i ssos Division of lost and damaged library 
mat eria I s . 

C.hNKRAI. A(*l IV i I IKS 

RndvU'L 

Pr* pari <hvi,. ion's bud/et request and review budget allocation 
» pi r i od i i a I I * . 

' "\v \ \ n hjj j • l i t i > ' lis 

Pr»*pu. n- . i< Ii bnuhuies, leaflets, and posters. 

( /t »nt,u i inii.idial I'Mirunitv numbers, local ory.ani nations , schools, 
libraii- » in titui ions, .n»nu h^, recreational facilities, and 
bus i n< s • 

Attend ii. «! p*i » i. 4 >ut« in • ombiuii i t \ meeting*: and activities. 
Mat. .• i. : i • . -i f . 

-** / - 
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Refrain from making negative statements to the public concerning 
Citv policies or activities and avoid personal or controversial 
sub jet ts . 

Cooperat Son 

Request material:* and services from other Library divisions, 

.Latest (U velopments 

Read professional literature, attend meetings and conferences, visit 
1 ibrarie:i , and view demons t rat ions of new methods and equipment . 

Materi a Is circulation 

Reserve library materials and maintain files. 

Collect fines on overdue library materials* 

Search public stacks for requested library materials. 

Receive and route library materials. 
Materi a Is ma in te nance 

Appraise damaged library materials. 
Per sonne 1 

Contact schools and other employment sources in recruiting applicants 
for positions, utilizing affirmative action standards. 

Interview applicants for positions; schedule and supervise personnel; 
maintain time worked records; prepare work performance reviews and 
counsel as necessary; determine training needs and conduct specialized 
in-service training. 

Insure that staffing is provided at all public desks. 

Conduct staff meetings. 

P olicies and procedures 

Read Library procedural manuals, memos, and reports; disseminate 
information; report on problem areas and suggest procedural improvements; 
attend staff meetings. 

Explain Library policies and procedures to the public. 

Review procedures, activities, and services, and incorporate changes in 
division manual revisions. 
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Pr-pan tiii! iii- i • n spiMnli i.m ami compi i« statistics. 
tU'<'*iv«, and t > 1 on! tu 'ii i i ui Uelv. 

K» * n ; lii^L > M 1* - -V Ji 

»;,;\. i * ' * j ; : : » d, ■« , : th« duties and rating procedures 
unvl\*d in i^.niur. 1 puhlu iU ks. 

Hi ret l and explain to tin- pablic the use oi the library iacitity. 

Assist Liu public in tin location oi materials and services not 
proviiK d In tht 1 ibrnry sv.sten, 

St rvii t s 

Piepaiv and eval'ialo que.sl ionnaireb concerning services. 

Conduct ,si.iil i out en iu -s Co plan and evaluate services and programs. 

Inloru other Libtar\ divisions of public read ion toward Library 
po I i c ies , procedui i s , servi u-s, and resources . 

Discontinue \n\ mi'vicos, programs, activities, or procedures that 
no longer luitill tiu needs of the community. 

oiUM>li<s, 'iMi iprM-nt, and piunienance 

Request suppli's and mainMin a stock inventory. 

In sp« <. t and cl»an iquipnunl and request maintenance service as required, 
Sui v» ' p'iMi* .it"" i . oi tiu i ihrarv lor maintenance needs. 
'voh.n f . < r*> 

i on' .n t p«s.;iii. »»»ir.* oi volunteer assistant prepare job duties 
i:,t, i nt • i 1 t ' < . u ii n volunte* i s; -ulu-dult- and supervise 

•m, iJjk f. . < , : "4iPi.ini *i iids oi time worked; and evaluate wo irk 

pi I 1 iMT ItH . 




REFERENCE DIVISION 

DIVISION OBjl~ VE 

The Reference Division will provide specialized service to adults by 
assisting them to Locate and use adult library materials and will perform 
readers advisory service employing reference librarians, 

DIVISION GOALS 

Reference and information 

Learn the Library collection as thoroughly as possible, 
GENERAL GOALS 

Budget 

Recommend realistic divisional oud^et requirements and make the 
most effective use of the budget allocation. 

Community re lations 

Keep in mind that the Library is a public service agency and make 
every effort to be courteous and helpful while displaying judgment 
and tact. 

Maintain a business-like appearance and attitude with the public 
and staff. 

Develop an awareness of the nature and resources of the surrounding 
community • 

Promote public awareness of services the Library renders by utilizing 
all possible communications media. 

Develop and maintain an atmosphere of tr ist and cooperation with the 
community involving both an organized and spontaneous approach to 
public relations activities. 

Be aware of public needs for information and library resources avail- 
able in order to provide the means to answer these needs. 

Conduct studies and research, both original and secondary, in 
divisional areas of activity, and make results available. 

Participate in City-wide programs. 

Involve ronununitv members in planning of and participation in librarv 
service and programs. 
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r«* a s ii < : iiiili.ti*. ,hsi>taiui w:u n ;uiU is evident. 



*Vi • c: uu. .1' tv^n^, and otiur agencies, 

a!« a* . : in. i ! ivitiM isutstance from, and cooperate with 
e;h< r Lib; i:% Ji*iston.s, cii\ partmont s , and other agencies and 
:r^.p> as . v qis 1 1\ a . 

I.JU s; dewl.vn:* iU: 



iie a*ar<. t;.e. Litest developments in the division's area o£ 
astiwtv aiU the librarv field in general and apply whore appropriate. 

Mater 1 a t?* 

[d<ntif\ tnd >< K^t library materials, ha sod on an approved selection 
poln\, so a>» io pto\ ide an ample collection of all forms of library 
ninurialt* tha; reflect the interests and needs of the community. 

Revie.. and iwluati resources on a continuing basis to insure collections 
ar» cis r rent and continue to reflect the needs of the community. 

Encourage libiar\ users and staff to make order suggestions. 

Matii:aLs pivc^ >miu: 

fnplov svsi^i:** of it a losing and processing best suited to the nature 
o I t he va r l o *> ;:ied 1 a . 

Pro\ idi luit, pro* * ^st'J libratA materials that are attractively packaged 
t n" l he pal' Ik. 

1 1 I* and i\alaate nsoiiduro on a continuing hasi* to insure an 
uMh'aiu iio> el I ib 1.1 1 ■ r.uiuiials through ali processing stations. 

Personiu j 

MaM ",axi nr.; * ^ oi stat t . 

Pro\ i a piovi.vti\fc and pleasant iiorkinft environment. 

I V 1 1 v i ; « mj^ p:o^ t de.i v; 

Bi .uau I;biu\ p ( iu us and procedures. 

. . . w a no; il.iii pi.xidar«s 0:1 a *ontinuing basis to insure a service 
th u v r i»\ • » m«> pub lii. . 



Records and files 



Provide and maintain accurate, complete, up-to-date records, catalogs, 
and fill's. 

Reference an d i n forma t ion 

Provide reference and information services. 

Give readers advisory service. 

Be aware of the Library organisation, structure, and personnel so that 
the public can be directed to the proper source for assistance. 

Teach the public how to find library materials. 

Have at least one well-trained reference librarian on duty at all times 
the Library is open. 

Services 

Review and evaluate services on a continuing basis to insure a service 
that is responsive to the public . 

Provide for adequate manpower and materials to continue any initiated or 
planned services or programs. 

Be aware of public reaction toward Library services, resources, 
procedures, programs, and facilities. 

Provide guidance and training in the use of the Library to promote 
knowledge and reading enjoyment. 

Supplies, equipment, and ma intena nce 

Insure adequate supplies are available and that equipment used by the 
public and staff is kept operable. 

Be aware of building maintenance needs. 

Volunteers 

Make maximum use of volunteer assistance. 

DIVISION ACTIVITIES 

Latest developments 

Be familiar with the City administration, policies, and function, and 
its relationship to the public. 



Malt t v i lj - 

1 lou.s.s i i\i t * . i . • ii . loan request s . 

,\^hn • * * • >. ^a- . u> ('.• „|>:i t« t till- and Library Service 
Co I lo<> l i on ma t * n 1 1 >. . 

Records ind I i 1 » s 



Maintain publicity tiles. 

Road aioiropoli tan and lo^ai newspapers daily (off-desk). 
Serv u es 

Give priori c\ service to lho.se who appear in person. 
CI'NhRAI. ACT IV! i IKS 
Budge t 

Prepare ilr.ision 1 ^ *nidge( request and review budget allocation 
per i od i ca I I v . 

C ommum t*. r e lat ions 

Prepare- in ws i'l leases, brochures, leaflets, and posters. 

Prepare booklists. 

I on i ait individual iomnuinit\ members, local organizations, schools, 
libraries, institutions, agencies, recreational facilities, and 
bus i r * .i.U's . 

Give l * • Ik.- ami d»\':i< ns t rat t ons ; conduct li.brary orientations. 
Arr h\;\k dispia\s o' librarv materials. 
Maintain pwbli* bulb un boards. 

All- ml i ml p*i r 1 1 < ipiu in lommuniiv meeting:; and activities. 
Mak< st'tdi'-s tnd r«»p»>rt^. 

A ti\ei, <»i » !: oui and assist the public in the use of library resources. 

lUfc'im.* 1 ►'.roup .KtiMiii'S whuh utilize Ubraiv facilities and resources 

Ke'|u»:>i in! »r:r.ai i >u iiunirninu i ocimum tv changes from the City Planning 
Depart r.n ni ind other Otv depirtments. 

»r jin i:^ :r il* m: ' mgitive siu, menus ro the public concerning City 
poiiiu- ot .k 1 1 .it h's and avoid pe rsonal or controversial subjects. 
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Cooperation 

Request materials and services from other Library divisions. 

Latest: developments 

Read professional literature, attend meetings and conferences, visit 
libraries, and view demonstrations of new methods and equipment. 

Mater hi I s 

Review library media, order suggestions, and use indicators as a 
basis for selection. 

Review new library materials as received. 

Analyze library collections and withdraw materials no longer suitable. 
Conduct inventories of library materials. 

Consult with vendors of library materials and publishers' representatives. 
Materials circulation 

Reserve library materials and maintain files. 

Search public stacks for requested library materials. 

Receive and route library materials. 

Materials maintenance 

Shelve returned library materials and shelf-read stacks on a continuous 
basis. 

Personnel 

Contact schools and other employment sources in recruiting applicants 
for positions, utilizing affirmative action standards. 

Interview applicants for positions; schedule and supervise personnel; 
maintain time wotked records; prepare work performance reviews and 
counsel as necessary; determine training needs and conduct specialized 
in-service training. 

Insure that staffing is provided at all public desks. 
Conduct staff meetings. 
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Po 1 t < i « ^_ «ind i * djj ____ 

Ri ui Libi ii"^ pi <h • <i 1 Manuals, •no*. , and reports; disseminate 
LiiioiMiit :ot: , r* ,k»! ! on proMnn aiva*; and *u£Kt\st procedural 
itnpi * n! , tt l> • . ; iii t'!u I 

I xplini Iibi,u\ politics and procedures to tin public. 

R* vuw pi>.>dm*<>, uitviti<;, and rv i c es, and incorporate changes in 
in division n.anual ;cvi*;j.on,. 

Rj^o j d s and ij U s 

Ki U and wi Unit jw publ i * <. «u«i lo>; cards and records , accurately and 
prompt Iv . 

Prep«jiv and ill* » orh spondonLi and compile statistics. 
Ritererui and inlorraation 

Lxplain ttu t\ suurcfb, catalogs, ^flcl indexes to the public. 
Answer r<- 1 * r«. ac * qxu st i ons . 

Assist tlu* pub lu in the location of library materials. 

Have a >>i n» ral kno.:!»d'e of the duties and operating procedures 
involved in manning public desks. 

Diii^t and * .p ' .in to the public tin- use of the Library facility. 

Assist th« public in ihv location of materials and services not 
provided bv t hi librar system. 

\'yy Q'J j ' S^ 

Pr par* md i * iluai. questionnaires concerning services. 

Conduct stall t oni * i in* e*- to plan and evaluate services and programs. 

Intoini Mlo r I ibi u. division*, ot public reaction toward Library 
po ! i irs, prov • du;s Mrvices, and resources. 

hi i n\\ xun* nv • rviie , programs, activities, or procedures that 
n * Ion,;i r ! -u i i * I t i> n« * ds ol th« eonummi tv. 

iil iilL I J * \> : f lV.i L! 1 nt j ,*nd tii u p,t t nani i » 

i<< <\ w.A aip v >Li< and mainl.tin a r<»t|, inv«»!orv. 

In ;m t ti«d 1* in * iuip*>m »nd nqin A ma i ntcnasu < service as 

i. Vmi« i. 



Survey public areas o£ the Library Cor maintenance needs. 
Volunteers 

Contact possible sources ot' volunteer assistance; prepare job duties 
list; interview volunteers; train volunteers: schedule and supervise 
volunteers; maintain records of time worked; and evaluate work 
performance. 
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\ NKOKM .UM 0N_ r,K KVl( i 

o».ma: * i ■ •».' ■ ■ ■ i ;v» 

I hi inii'irMUon ;ntvi *, a siiti>»n o! the Reference division, provide, 
tin Librarv'*. Jhiuil n t :ith Liu citizen whe requests information 

conurmiii', L tbr.irv 'servit i s and materials. 

LNPOKMA i I ON ShKVIU. t.OALS 

Re j t i'i nee and 1 n 1 og ma t ion 

Pro*, id i' a hriiliJ n ad . u U'riMiu- service including information 
on vmmuni t\ let l **i t i os . 

Seek and be .iwii'i ot Information concerning activities of and 
wi thin the oi tv . 

Provide Lniorm.it ion service in Spanish. 

GENERAL GOALS 

Community re lot i ons 

Keep in luind that the Library is a public service agency and make 
every efioil to in courteous and helpful while displaying judgment 
and t^ct. 

Maintain a business- Like appearance and attitude with the public 
and stat l . 

\)k V* lop an awareness of tlu nature and resources of the surrounding 
cona :um r% . 

Pr >noi< public iwari-iu-ss oi the services the Library renders by 
utilizing ill possible communications media. 

i)i v< lop md maintain m itmosphcrc oi trust and cooperation with 
tit- i i-mi.i'tni t \ mvol ing both an organised and spontaneous approach 
to public relations tct i vi t ie<? . 

\> >t ir* *i public needs tor information and library resources 
avuliM* in »»rder r«» provide the mi tins to answer these needs. 

r„nul'u { -tuiih ,» ana nsiarch, both original and secondary, in 
di'.isio'atl ii a , >>i icLivitv, and maki results available. 

P in i < i pat •* in <it\-wide programs. 



InvoLve community members in planning of and participation in 
library service and programs. 

Be aware ol and initiate assistance when need is evident. 
Work with groups > organizations, and other agencies. 
Cooperation 

Provide assistance to, receive assistance from, and cooperate 
with other Library divisions, City departments, and other agencies 
and groups as required. 

Lates t deve lopments 

Be aware of the latest developments in the division 5 s area of 
activity and the Library fieLd in generaL and apply where 
appropriate . 

Materia is 

Identify and select Library materiaLs, based on an approved selection 
policy, so as to provide an ampLe collection of all forms of library 
materials that reflect the interests and needs of the community. 

Entourage library users and staff to make order suggestions. 

Pcrsonn«> I 

Make maximum use of staff. 

Provide a productive and pleasant working environment. 
Po 1 i c i e s a nil p r o e ed u r e s 

Be aware of Library policies and procedures. 

Review and evaluate procedures on a continuing basis to insure a 
service that is responsive to the public. 

Records and files 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
and files. 

Reference and i nl'orma t ion 

Provide reference and information services. 

Be aware of the Library organization, structure, and personnel so that 
the public can be directed to the proper source for assistance. 

Teach the public how to find library materials. 
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, ' u «, -m ,i ^'niiii'.n.' Kisi . in insuie a 

„« t v t In- puM i . 

j . ; »! *j . m t K a. i and mal«iial> lo tontiiiue any initialed 

ii> » rt . t »' , , f < ■ u>n tow.-id Librarv services, resources, 
pfi i * il 4i % * , pi * ■ , and lac 1 ! Uh s. 

iusnr* a*i *.uit' sin,»li*». ir, available and Lhat equipment used by Che 
p'*i»i i< an** '.fa:* i m pt <*pei ab 1 • • . 

tt* a ** «t i * ' : . * i n " "»a i nt *mi ine\ n< eds . 

hint ; > 

Mali- n«i. v ii.mr; a .i »i vohmt»er assistance. 

iNFOKMAIMON SUVHh At t I VI !"! I S 

Rei or ds and : l I » -> 

Maintain a i i ol schedule, oi Library divisions, List: of Library 
p. r.sonni I , and ^iudules ui library programs and activities. 

M i i nt am a 1 ; ! e **! omanin i t y oi *iani /.a lions , activities, and 
pt i s*»na Mtns. 

Ri : * 1 1 ;k < anjj ; nt . t ^ji ion 

A , s » , i,. . ' » » p. niMit , in person or bv Leh phone, for possible 
itli it i ) ' . .m t hi » vtat ion. 

I i , 1 1 » i i * , a : i 1 - up < t • ps in t in aim ikc of Lhe 3 ta £f, member 
v iv t rib * 1 in nv* nee ■ ;sarv action is taken. 

«, . j i i . i i , pi i i ju v, ind 1 4>rre< tness all book request forms proparuc 

. I ' p»:b it' . 



it, -n i: ^ t » ad\ ivh-ri !!(•' sour* < s located at the 

1 si . 

f s\ : i . . i : i4 and a?*' ist the public in the use of trade 



GENERAL ACTIVITIES 
Communi ty relations 

Prepare* news releases, brochures, leaflets, and posters. 
Prepare booklists. 

Contac t inch vi dun I communi ty members , loca L organizations , schools , 
libraries, institutions, agencies , rccrca t iona 1 facilities, and 
businesses . 

Give talks and demonstrations; conduct library orientations. 
Arrange displays o£ library materials. 
Maintain public bulletin hoards. 

Attend and participate in community meetings and activities. 
Make studies and reports. 

Actively seek out and assist the public in the use of library resources. 

Organize group activities which utilize library facilities and resources. 

Request information concerning community changes from the City Planning 
Department and other City departments. 

Refrain from making negative statements to the public concerning City 
policies or activities and avoid personal or controversial subjects. 

Cooperation 

Request materials and services from other Library divisions. 

L atest developments 

Read professional literature, attend meetings and conferences, visit 
libraries, and view demonstrations of new methods and equipment. 

Ma ter ia Is 

Review library media, order suggestions, and use indicators as a basis 
for selection. 

Review new library materials as received. 

Analyze library collections and withdraw m.it it i a Is no longer suitable. 
Conduct inventories of library materials. 
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R» s« i yr I »*n r . * 1 1 * i I 1 1 s and ma in lain I i l« s . 

. :< \ . . . ' i t i « tjiti ;»trd 1 ibi ti \ 'MlM iiils, 

K« v'ri v< ami loule librarv rMicri .1 1 * . 
Personne 1 

Interview anl;» tar positions; schedule and super vise 1 personnel; 

maintain ti;:u worked records; prepare work performance reviews and 
counsel as tucest>a:v; determine training needs and conduct specialized 
in-service L ra i ning . 

Insure that stalling is provided at all public desks. 

Conduct stal t meetings. 

Po Lie i es and p roeedures 

Read Libi arv pro*, edural manua I s , memos , and reports ; disseminate 
information, report on problem areas and suggest procedural improve- 
ments; -attend staff meetings. 

Explain Librarv policies and procedures to tbe public. 

Review proceduLts, activities, and services, and incorporate changes in 
division manual revisions. 

Records and 1 i 1/s 

File and withdraw pubLic catalog cards and records, accurately and 
promp i ly . 

Prepare and iil< correspondence and compile statistics* 
Reiirnn-i and in f ormation 

Kxplain tlu resources, catalogs, and indexes to the public. 
As ist ih« public in the location of library materials. 

Have a gen»ial knowledge oi the duties and operating procedures involved 
in "Miming public desks. 

Direct ind expl un to the public the use of the Librarv facility. 

Assist tL p iM i in ih' 1 location oi* materials and services not 
provided b v ihx library ; v s t em . 
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Scrvi cos 

Prepare and evaluate questionnaires concerning services. 

Conduct staff conferences to plan and evaluate services and programs. 

Inform other Library divisions of public reaction toward Library 
policies, procedures, services, and resources. 

Discontinue any services, programs, activities, or procedures that 
no longer fulfill the needs of the community. 

Supplies, equipment , and maintenance 

Request supplies and maintain a stock inventory. 

Inspect and clean equipment and request maintenance service as 
required . 

Survey public areas of the Library for maintenance needs. 
Volunteers 

Contact possible sources of volunteer assistance; prepare job duties 
list; interview volunteers; train volunteers; schedule and supervise 
volunteers; maintain records of time worked; and evaluate work 
performance. 



-62- 




; ullAh IV bLUAflONS AN1. DOCXMLM'S DIVISION 

Th* S « t ill P'iMh al i»ns and Ihuti nt Division, as adjunct to the public 
;»«'i"vic*.» itu a^ib, uill pio\.id* tlu serial, continuation, microform, and 
document ri ;oiim>»s mndi'd and wanted by the* community. 

DIVISION C50ALS 

Provide an ctiicieiu mail and materials routing service. 
UKNKKAL GOALS 
Uudget 

Ri communl realistic divisional budget requirements and make the most 
effective use ol the budget allocation. 

Commit n i ty r *» 1 a 1 1 ons 

Keep in mind that the Library is a public service agency and make 
ever> effort to he courteous and helpful while displaying judgment 
and tact. 

Maintain .1 busi nvss- 1 iki- appearance and attitude with the public and 
sraf f . 

Develop an awareness of the nature and resources ^ ' the surrounding 
communitv . 

Pronot* public awai cnuSh of services the Library renders by utilizing 
all possible 1 oniRiunical inns media. 

b* v« lop and miinlain an atmosphere of trust and cooperation with the 
loiiUMinilv involving both m organised and spontaneous approach to 
public relations u tivitus. 

B» aware ol public needs tor information and library resources available 
in 1 rdi-r to ptovidt Liu means to answer these needs. 

Condtu 1 studies and research, both ot i>»inaJ and secondary, in divisional 
area*. »m activity, and make results available. 

Pan Kip it- in ( it *-wide programs. 

nwai'i >! and initiate assistant, when need is evident. 

Wutk vi Lh f'tuup.s, organizations, and othet agencies. 



-hi- 



Coppcra c ion 



Provide assist, nee Li), receive assistance liom, and tooperate with 
other Librarv divisions, Ci Iv departments, and otlur agencies and 
groups as required. 

Lates t dove lopmen ts 

Be aw.n v of Llie Latest developments in the divisions area of activity 
and tin' librnrv field in general and apply where appropriate. 

Materia Is 

ld«ntilv and select library materials, based on an approved selection 
policy, co as to provide an ample collection of all forms of library 
materials that reflect the interests and needs of the community. 

Review and evaluate resources on a continuing basis to insure 
collections are eurrdnt and continue to reflect the needs of the 
community. 

Kncourage library users and staff to mike order suggestions. 

Ma t e r i a 1 s ma i n t e na nc e 

insure that library materials ire prompt 1\ re.shelved when returned and 

that stacks are in good order. 

insure that libraty materials are in good condition before being 
reshe Ived .. 

Materia Is process Lng 

Employ systims of cataloging and processing best suited to the nature 
of the various media. 

Provide fully processed library materials that are attractively packaged 
for the public. 

Review and evaluate procedures on a continuing basis to insure an 
etficient flow of library materials through all processing stations. 

Ivrsonne 1 

Make maximum use of staff. 

P ro v i d i' a p r odu c t i v e a nd pi e a s a n t wo r k i n g e n v i r o nnu n t . 
Policies v nd procedures 

Be aware *>l Library policies and procedures. 
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Ri\i<a md i\alua:i pi.Ktduivs o'i a toiuummg basis to insure a 
Mi T \.t* that j? ii*»pon>ivi to Uto public. 

cot u?- and : : U > 

Piovidi aiul -aint nn accural* , vonpleto, up-to-date ro.cor.ds, catalogs, 
and : i I r * 

Reference and in format ion 

P:\>\ id* rcur^iiu* and inlo mint ion services* 

0 i v e r ead*. i s ad v i s o r \ s e r v ice, 

2u aware oi tiu l.ibrar\ organisation, structure, and personnel so that 
the publu can be directed to the proper source for assistance. 

Teach the public ho« to find library materials. 

Services 

Review and t\aluate services on a continuing basis to insure a service 
that is responsive to the public. 

Provide for ad equal i manpower and materials to continue any initiated 
or planned .services or programs, 

IU aware of public reaction toward Library services, resources > 
procedures, programs, and facilities. 

Provide guidance and training in the use of the Library to promote 
knowledge and reading enjoyment. 

Supplies, e q u i p me n t , a nd ma t n t e n a nc e 

Insure adequate supplies art available and that equipment used by the 
public and stafi is kept operable. 

Be aware of building maintenance needs, 

Vo lunteers 

Make maximum u M of volunteer assistance, 
•DIVISION ACTIVITIES 
Ma t r i .1 I s o roc no. 

Pi\pat\, via process binderv shipment*. 



Records and files 

Maintain shelf list for continuations and documents. 
Maintain want list of serials, continuations, and documents. 
Sort and route mai I. 

Maintain visifile of serial publications for public use. 
GENERAL ACTIVITIES 
Budget 

Prepare division's budget request and review budget allocation per iodica 1 ly . 
Community relations 

Prepare news releases, brochures, leaflets, and posters. 
Prepare booklists. 

Contact individu 1 community members, local organizations, schools, 
libraries, institutions, agencies, recreational facilities, and 
businesses. 

Give talks and demonstrations; conduct library orientations. 
Arrange displays of library materials. 
Maintain public bulletin boards. 

Attend and participate in community meetings and activities. 
Make studies and reports,. 

Actively seek out and assist the public in the use of library resources. 

Request information concerning community changes from the City Planning 
Department and other City departments. 

Refrain from making negative statements to the public concerning City 
policies or activities and avoid personal or controversial subjects. 

Cooperation 

Request materials and services from other Library divisions. 

Latest developments 

Read professional literature, attend meetings and conferences, visit 
libraries, and view demonstrations of new methods and equipment. 

-66- 



I 



Male- 1 \ si I ;* 

Revi<w ltbiar\ tudia, order Mtgges t. i ons , and use indicators as a basis 
i or so lee t ion. 

Review iu\> library materials as received, 

Anal..*.c library collections and withdraw materials no longer suitable. 
Supply ir.iJ*. bibliographic information on order and withdrawal records*. 
Conduct invontoriet, of library matorials. 

Consult with vendor b of library matorials and publishers' representatives. 

Return defective or unwanted library materials. 
Materials circulation 

Search public stacks for requested library materials. 

Receive and route library materials. 
Materials maintenance 

Inspect, collate, and clean library materials. 

Shelve returned library materials and shelf-read stacks on a continuous 
has is , 

Appraise damaged library materials. 

Mend library materials requiring minor repairs. 
Ma tor i a i s process 1 ng 

Order, receive, and process library materials. 

Cover library materials with, plastic. 
Per sonne 1 

Contact schools* and other employment sources in recruiting applicants for 
positions, utilising affirmative action standards. 

Interview applicants for positions; schedule and supervise personnel; 
maintain tim« v>.M*kid records; prepare work performance reviews and 
counsel as necessarv; determine training need,*; and conduct specialized 
in- sew ice training. 

Insure that stalling is provided at all public desks. 
Conduc t stall n» i i n.; . . 
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Politics and procedures 

Read Library procedure I manua Ls , memos , and reports ; di ssemina te 
information, uport on problem aiea^ and suggest procedural improvements 
attend stall' meetings. 

Exp lai n Library po li cies and procedures to the pub lie . 

Review procedures, activities, and services, and incorporate changes 
in division manual revisions. 

Records and files 

File and withdraw public catalog cards and records, accurately and 
promptly. 

Prepare and file cor respond tine e and compile statistics. 
Maintain account records for divisional library materials, 
initiate claims lor library materials not received. 
Re Cerence a nd t n f o rma t i on 

Explain the resources, catalogs, and indexes to the public. 
Answer reference questions . 

Assist the public in the location of library materials. 

Have a general knowledge of the duties and operating procedures 
involved in manning public desks. 

Direct and explain to the pub3 ic the use of the library facility. 

Assist Liu public in the location of materials and services not provided 
by the librarv system. 

Services 

Prepare and evaluate questionnaires concerning services. 

Conduct staff conferences to plan and evaluate services and programs. 

Inform other Library divisions of public reaction toward Library 
policies, procedures, services, and resources. 

Di scout inue any services , progratns , activities, or procedures tha t no 
longer fulfill the needs of the community. 
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Su.pt> 1 i < s , _< «p> i pun ni , and ma i tu ^nana^ 

Request supplies and maintain a stock inventory. 

! lisp* it ai.d <. 1* an *. qui Dfient and request maintenance service as required. 
Survc\ publu ah is oi llie Library for maintenance needs. 
Vo lunteers 

Uuitui t possible sources of volunteer assistance; prepare job duties list; 
Interview \,*>luntei rs; train volunteers; schedule and supervise voLunteers; 
maintain records of time worked; and evaluate work performance. 



P 
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CHILDREN 8 S DIVISI ON 

3 

DIVISION OBJKCTIVK 

Provide specialized resources, services, and programs for children 
(pre-school through junior high school) utilizing assigned areas and 
employing children's librarians. 

DIVISION GOALS 

Cooper a t ion 

Serve to supplement and enrich, rather than substitute 'for, the 
school library. 

Reference and information 

Provide guidance and assistance to parents and other adults who 
are attempting to nurture knowledge, reading enjoyment, and the 
use of the Library by children. 

GENERAL GOALS 

Budget 

Recommend realistic divisional budget requirements and make the 
most effective use of the budget allocation. 

Community relations 

Keep in mind that the Library is a public service agency and make 
every effort to be courteous and helpful while displaying judgment 
and tact. 

Maintain a business-like appearance and attitude with the public 
and staff. 

Develop an awareness of the nature and resources of the surrounding 
community . 

Promote public awareness of services the Library renders by utilizing 
all possible communications media. 

Dcvfclop and maintain an atmosphere of trust and cooperation with the 
community involving both an organized and spontaneous approach to 
public relations activities. 

Be aware of public needs for information and library resources 
available in order to provide the means to answer these needs. 
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( oiitl it t ' *.( ml i < <» mil i canity both original and secondary, in 
divisional art .r \\ aelivitv, and maki results available. 

Pari ieipate in tits -with- programs. 

Involve lominum l> iiu».ibcr>s m planning of and participation in library 
se rv i w e and pt oy.rams . 

I5e aware of and initiate assistance when need is evident. 
Work with groups, organ i za c i ons , and other agencies. 
Cooper a t i on 

Provide aasist mu to, receive assistance from, and cooperate wich other 
Library divisions, City departments, and other agencies and groups as 
required . 

Latest deve lopmenls 

Be aware of the latest developments in the division's area of activity 
and the library iKld in general and apply where appropriate. 

Materia Is 

Identify and select library materials, based on an approved selection 
poliev, so as to provide an ample collection of all forms of library 
materials that reflect the interests and needs of the community. 

Review and evaluate resources on a continuing basis to insure collections 
are current and continue lo reflect the needs of the community* 

Encourage library users and staff to make order suggestions. 

Ma t e r i a I s p r o e o s s i n % 

frnphn s> -items ol cataloging and processing best suited to the nature of 
the various media. 

Provide full\ pu»cei..»cd library materials that are attractively packaged 
for tlu pub I i i . 

P<rsonn<' I 

Mak« ?na:-:u"u f s as< ot staff. 

Provide a productive and pleasant working environment. 
Politics and proc«»d , :r< > ^ 

Ik aware i»f Library policies and procedures. 
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Review and evaluate procedures on a continuing basis to insure a 
service thai is responsive Co Che public. 

Records and 1 i ies 

Provide and maintain accurate, complete, up-Co-date records, catalogs, 
and f i les . 

Reference and information 

Provide reference and information services. 

Give readers advisory service. 

\W aware of the Library organization, structure, and personnel so that 
the public can be directed to the proper source for assistance. 

Teach the public how to find library materials, 

iiave at least one well-trained reference librarian on duty at all times 
Che Library is open. 

Serv ices 

Review and evaluate services on a continuing basis to insure a service 
that is responsive to Che public. 

Provide for adequate manpower and materials to continue any initiated 
or planned services or programs, 

B< aware of public reaction toward Library services, resources, procedures, 
programs, and facilities. 

Develop programs responsive to community needs. 

Provide guidance and training in the use of the Library to promote 
knowledge and reading enjoyment. 

Supplies, equipment, and maintenance 

Insure adequate supplies are avni lab le. and that equipment used by the 
public and staff is kept operable. 

Be aware of building maintenance needs. 

Vo lunteers 

Make maximum use of volunteer assistance. 



DIVISION AC TlVi i n:. 
< oupt. i a 1 1 on 

i ov.u i t>« i * : • illy ..nii ttvhnual Processes Division staff concerning 
tiu- prou'.s.sin. ot idun's male rid Is. 

Policies and procedure *: 

Review and revise Library of Congress c lassi f ication adapted for 
children's library materials. 

Services 

Arrange school programs upon request and schedule school visits. 

Conduct story hours, preschool, film, and related programs. 

Plan and present children's programs related to community events and 
holidays . 

GhNKRAL ACTIVITIES 

Budget 

Prepare division's budget request and review budget allocation periodically. 
Community relations 

Prepare news releases, brochures, leaflets, and posters. 
Prepare' booklists. 

Contact individual community members, local organizations, schools, 
libraries, institutions, agencies, recreational facilities, and 
businesses . 

Give talks and demonstrations; conduct library orientations. 
Arrange displavs of nbrarv materials. 
Maintain public bulletin boarcs. 

Attend and participate in community meetings and activities. 
Mane siudi* :» and reports. 

Actively ek out and assist Che public in the use of library resources. 

organise group activities which utilize library facilities and resources. 

i'« quest iniornncion concerning community changes from the City Planning 
Department and other tity dcpirtments. 
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IU train from making negative stu tomcats Co the public concerning City 
policies or activities and avoid personal or controversial subjects* 

Cooperat ion 

Request materials and services Irom other Library divisions* 

Latest developments 

Read professional literature, attend meetings and conferences, visit 
libraries, and view d* monstra tions of new methods and equipment* 

Materia 1 s 

Review library media, order suggestions, and use indicators as a basis 
for selection. 

Review new library materials as received. 

Analyze library collections and withdraw materials no longer suitable. 
Supply trade bibliographic information on order and withdrawal records. 
Conduct inventories of library materials. 

Consult with vendors of library materials and publishers 1 rcpresenta tiv 
Ma tcri a Is circu La tip n 

Reserve library materials and maintain files* 

Search public stacks for requested library materials. 

Receive and route library materials. 
Materials processing 

Cover library materials with plastic. 
Per sonne I 

Contact schools and other employment sources in recruiting applicants 
for positions, utilizing affirmative action standards. 
t 

Interview applicants for positions; schedule and supervise personnel; 
maintain time worked records; prepare work performance reviews and 
counsel as necessary; determine training needs and conduct specialized 
in-servi cc training. 

Insure that staffing is provided at all public desks. 
Conduct staff meetings. 
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Ki k! ! it)i ir\ pi <idui.il uumuals, memos , and reports; disseminate' 
i r.ioiMuii i on; import on problem areas and suggest: procedural 
ir pi av- nviit *« ; itiitid ?>i »if ini'eiinj'.s. 

Ixplain Librarv paluies and procedures to the public. 

Kevieu ;>rouiluri m, activities, and services, and incorporate changes 
in division manual revisions. 

Records and i i U s 

File and withdraw public catalog cards and records, accurately and 
prompt ly . 

Prepare and file correspondence and compile statistics. 
Reference and information 

Explain the resources, catalogs, and indexes to the public. 
Answer reference* quest i ons . 

Assist the public in the location of library materials. 

Have a general knowledge of the duties and operating procedures 
involved in manning public desk:;. 

Direct and explain to the public the use of the library facility. 

Assist the public in the location of materials and services not 
provided bv the library system. 

Serv i ces 

Pri pare and evaluate questionnaires concerning services. 

Conduit stall conferences to plan and evaluate services and programs, 

inform other Library divisions o' public reaction toward Library 
politic, procedures, services, and resources. 

!)i m out i nut- .my strviiis, programs, activities, or procedures that no 
ionp-r lull ill the needs of the community. 

Suppli e s, equipment, .md maintenance 

Reqeost supplus and maintain a stock* inventory. 

Inspec t and c lean equipment and request maintenance service as required . 
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Survey public areas of the Library for maintenance needs. 
Volunteers 

Contact possible sources of volunteer assistance; prepare job duties 
list; interview volunteers; train volunteers; schedule and supervise 
volunteers; maintain records of time worked; and evaluate work 
performance . 
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VOl'NC ADULT DIVISION 

l)V IS ION i>ri K( i 1 • i , 

Tin Young Adult Division will provide specialized resources, services, 
and programs tor \oung adults (ages 14 through 18) utilising assigned 
areas and employing young aduil librarians. 

GhNKRAL COAIS 

Cudgel 

Recommend realistic divisional budget requirements and make the 
most etleetive use of tne budget allocation. 

Communi tv re la i ion;. 

Keep in mind thai the Libi lry is a public service agency and make 
every effort to be courteous and helpful while displaying judgment 
-»nd tact. 

Maintain a bus iiu :.£>- 1 ike appeirance and attitude with the public 
and staft. 

Develop an awareness of the nature and resources of the surround- 
ing communi tv. 

Promote pub I it .iwaienes** of services tin- hibrarv renders by 
uti li/inK all possible ^ onmtuni t at ions media. 

IVvelop and maintain an atmosphere ol trust ancl cooperacion with 
tlu communi L. involving both an organized and spontaneous approach 
to public relations vie tivi ties. 

lie aware v»t peblic needs lor information and library resources 
avdilahl* in order to provide the means to answer these needs. 

( oiid iu t st»«di* > and reseirth, both original and secondary, in 
divi clonal mn as nt activity, and make results available. 

Paituip.it* . u (.itv-.-:ide progvims. 

Invulvt t'unnsuiwi. mi niber?. in pi Mining ol and participation in 
Ilbrirv *u rv i « * tvA programs. 

He I'.virc ol incl initiate t«;sistane wh« n need is evident. 
Vork *ith .Maups, oiv. i:u mm ions , uid otlu i agtiteies. 
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Coopera tion 



Provide as.sisi nu i to, receive assistance from, and cooperate with 
othiT Lihrm* div.Mons, Citv departments, and other agencies and 
groups as n quired. 

Latest development s 

Be aware of the latest developments in the division's area of 
activity and the library field in general and apply where 
appropriate. 

Materia Is 

ldentit\ and select library materials, based on an approved selection 
poliiv, so as to provide an ample collection of all forms of library 
materials that reflect the interests and needs oi the community. 

Review and evaluate resources on a continuing basis to insure 
collections are current and continue to reflect the needs of the 
community. 

Encourage library users and staff to make order suggestions. 

Ma terj a Is processing 

Employ svstems of cataloging and processing best suited to the 
nature of the various media. 

Provide fully processed library materials that are attractively 
packaged for the public. 

Personnel 

Make maximum use of staff. 

Provide a productive and pleasant working environment. 
Policies and procedures 

lie aware of Library policies and procedures. 

Review and evaluate procedures on a continuing basis to insure a 
service that is responsive to the public. 

Records and li les 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
md files. 

Reference and information 

Provide reference and information services. 
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Oi \ <. t v uli i > adv ; sot;v m r\ i , 



B e a » 1 1 w> : : . . i 1 : h : u \ ^ r >:a n i .\i t i on , 55 11 ae t ^ s a nd p e r sonne 1 so 
; [\a 1 t*u p * u . , bi d ; roc t ed 1 0 tin proper source for assistance, 

i\ acn the u ho* to innl libiary materials. 

Haw at o:u viil-traiiud r<.tei\nce librarian on duty at all 

l iraes t he I ; b r » rv 1 5; on ^ n % 

Servi,* os 

^'vuv and <<>r\*ce> on a continuing basis to insure a 

ser\ ice that i< rospensivi to the public* 

Pro\idi tor .tdv^att cianpovcr and materials to continue any initiated 
or planned Si r\ ices or programs. 

Be a.car* o: pablu reaction towarc Library services, resources, 
pr oc edur os , p ; 0 ra;r.s , and »" * * * 1 \ *. i os . 

develop projtr :r.:s responsive to co^riunity needs, 

Provide £uicaiui and training in the use of the Library to prornote 
k n 0 v i od : e a nd r c a d i £ e n ; e vra e n t • 

Supplies, oouip-unt, and isaiitu nance 

Injure adiqaatt >..ppliiS avi available and that equipment used by the 
pub lie .t nd s ; a : t i ^ kept op e r ab 1 0 . 

Be awari 0: bar ld:n£ maintenance needs . 

V olunteer^ 

Max, r\r .s, 0; \o.*.'ateor assistance. 

division Aw 

Materials 



r < t ib 1 1< „ bo 0 k - . 1 e c 1 1 0 n c errsi 1 1 e c c o^p os ed o : the Li br ar y 1 s y oung 
adult l!^r.u:.n< uv w\/\c aoalrs. 

Miini. , : , x.. v.er ;aia :\\s and \ oa % .£ adal: ecc;ranitv activity file, 

Pabli v re .at ion?. 

Initiate a \ »v ; eon-a^tiN s»evvioc to..p* whose T^esibers would 

act as neic:bor:tood '.:a;>o %% - bit»cin tr.. library and the eorEnunitv. 
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•L 'vices 

Conduct a discussion group which considers topics that arc relevant 
to voun£ adults. 

Offer a vocational guidance program which includes library materials, 
speakers, and field-trips. 

Create a tutoring service sponsored by young adults and geared to 
assisting voung adults,' 

Develop projects geaicd to the interests and needs of out-of -school 
youths, 

GENERAL ACTIVITIES 

Budget 

Prepare division's budget request and review budget allocation 
periodically. 

Community relations 

Prepare news releases, brochures, leaflets, and posters. 

Prepare booklists. 

Contact individual community members, local organizations, schools, 
libraries, institutions, agencies, recreational facilities, and 
businesses , 

Give talks and demonstrations; conduct library orientations. 
Arrange displays of library materials. 
Maintain public bulletin boards. 

Attend and participate in community meetings and activities. 
Make studies and reports. 

Actively seek out and assist the public in the use of library resources. 

Organize group activities which utilize library facilities and resources. 

Request information concerning community changes from the City Planning 
Department and other City departments. 

Retrain from making negative statements % to the public concerning City 
policies or activities and avoid personal or controversial subjects. 
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Coopi-tMt ion 



Request maun lis and services from other Library divisions. 

La t e s t c e v c 1 o pr»i r. t s 

Read pi\MessL>m! liurature, attend nuttings and conferences, visit 
libraries, and slow demonstrations of now methods and equipment. 

Materia Is 

Review library media, order suggestions, and use indicators as a 
basis t'or selection. 

Review ne^ librarv materia is as received. 

Anah.:o librat\ collections and withdraw materiaLs no Longer suitable. 
Conduct inventories of library materials. 

Consult uith undors of library materials and publishers 1 representatives. 
Materia Is eircu la t ion 

Reserve library materials and maintain files. 

Search public stacks for requested library materials. 
, Receive and route library materials. 
Per sonne 1 

contact. * i hoc 1 si and other employment sources in recruiting applicants 
for positions, utilising affirmative action standards. 

lnur\u* applicants for positions; schedule and supervise personnel; 
naiiuain time *crkcd records: prepare work performance reviews and / 
couiim I as nuussu\, determine training needs and conduct specialized / 
in-servioe training. 

Itwin ibn sts>:: inp is provided at all public desks. |f 
Co'^ru : :at; "\ rin'^. 
I ) c t ; s a ;:d :» i o c edu r e s 

Ri av! * ;brar\ procedural r.anuals, memos, and reports; disseminaj 
iniormation, wport on problem areas and suggest procedural impjjbve- 
mt n : > ; ,i : : r,v s . > i a : f v i mcs. 



Fspinn library policies and procedures to the public. 
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Review procedures, activities, anci services, and incorporate changes 
in division manual revisions. 

Records and fj les 

File and withdraw public catalog cards and records, accurately 
and promptly. 

Prepare and file correspondence and compile statistics. 
Reference a nd information 

Explain Che resources, catalogs, and indexes to the public. 
Answer reference questions. 

Assist Che public in the location of library materials. 

[lave a general knowledge of the duties and operating procedures 
involved in manning public desks. 

Direct and explain to the public the use of the library facility. 

Assist the public in the location of materials and services not 
provided bv the library system. 

Services 

Prepare and evaluate questionnaires concerning services. 

Conduct staff conferences to plan and evaluate services and programs. 

Inform other Library divisions of public reaction toward Library 
policies, procedures, services, and resources. 

Discontinue any services, programs, activities, or procedures that 
no longer fulfill the needs of the community. 

Supplies, equipment, and maintenance 

Request supplies and maintain a stock inventory. 

inspect and clean equipment and request maintenance service as required. 
Survey public areas of the Library for maintenance needs. 
Volunteers 

Contact possible sources of volunteer assistance; prepare job duties 
list; interview volunteers; train volunteers; schedule and supervise 
volunteers; maintain records of time worked; and evaluate work 
performance. 




AUDIO- VISUAL DIVISION 

DIVISION* OBJKCTIVh 

rhc Audiu-vibual Divibion wLLL provide specialised audio-visual materials, 
service**, and programs uti.lL/.lng assigned areas and employing audio-visual 
librarians, and provide exhibits. 

DIVISION GOALS 

Cojnmui 'iv relations 

Promote, plan, and produce displays and exhibits creating an 
attractive atmosphere. 

Mater i a Is 

Retogniz-e and utili/.e the unique qualities of multi-media materials, 

realizing the special needs of those who may not normally use the 

Library's book resources. 

R eference and information 

Interpret multi-media resources to the public and the Library staff. 

Services 

Provide programs utilizing multi-media materials. 
GENERAL GOALS 
Budget 

Recommend realist it divisional budget requirements and make the 
most e fiective use of the budget allocation. 

Communi ty relation;; 

Keep in mind that the Library is a public .service agency and make 
every effoit to be courteous and helpful while displaying judgment 
and t.act . 

Maintain a business-like appearance and attitude with the public 
and staff. 

Develop an awareness of the nature and resources of the surrounding 
communi ty . 

Pnmnte public awareness of services the Library renders by utilizing 
all possible communica tions media. 



Develop and maintain an atmosphere of trust and cooperation with the 
community involving both an organized and spontaneous approach to 
public relations activities . 

\\v nwr.re of public needs for information and library resources 
available in order to provide the means to answer these needs. 

Conduct studies and rest arch, both original and secondary, in divisional 
areas of activity, and make results available. 

Participate in City-wide programs. 

Involve community members in planning of and participation in library 
service and prograais . 

Be aware of and initiate assistance when need is evident. 
Work with groups, organizations, and other agencies. 
Cooperation 

Provide assistance to, receive assistance from, and cooperate with other 
Library divisions, City departments, and other agencies and groups as 
required . 

Latest developments 

Be aware of the latest developments in the divisions area of activity 
and the library field in general and apply where appropriate. 

Materia Is 

Identify and select library macerials, based on an approved selection 
policy, so as to provide an ample collection of all forms of library 
materials that reflect the interests and needs of the community. 

Review and evaluate resources on a continuing basis to insure collections 
are current and continue to reflect the needs of the community. 

Encourage library users and staff to make order suggestions. 

Materia Is circulation 

Provide a procedure for charging, receiving, and reserving library 
materials that will be easy to use, accurate, and require a minimum 
transaction time. 

Materials maintenanc e 

Tnsure that library materials arc promptly reshelved when returned and 
that stacks are in good order. 



-84- 



Insure that library materials iire in jiood condition before being 
resin* Ived . 

Materials processing 

Kmplov systems ot ca la U'tfi ng and processing best suited to the 
nature of the various media. 

Provide t it L I y processed library materials that are attractively 
packaged for the public. 

Review md evaluate procedures on a continuing basis to insure an 
efficient flow of library materials through all processing stations, 

Personne L 

Make maximum use of staff. 

Provide a productive and pleasant working environment, 
Poli C1CS <\ nd procedures 

Be aware of Library policies and procedures. 

Review and evaluate procedures on a continuing basis to insure a 
service that is responsive to the public. 

Records and files 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
and files. „ 



Reference and information 

Provide reference and information services. 
Give readers advisory service. 



V 



Be aware of tin- Library organi?.at:ion, structure, and personnel so that 
the public can' be directed to the proper source for assistance. 



Tench the- public how to find library materials. 

Have at hn.H one we 1 1 - trai nod reference librarian oriwduty^ 
the Library is open. ^ 

Services 

Review and evaluate services on a continuing basis to insu^j 
that is responsive to the public. 



f 

all times 



service 



Provide lor adequate 1 *janpowt r and materials to continue an^^ni tiatcd or 
pi Mined service'; or programs. 



Be aware of public reaction toward Library services, resources, 
procedures , programs , and faci lities . 

Dew Lop programs responsive to community needs. 

Provide guidance and training in the use of the Library to promote 
knowledge and rending enjoyment. 

Supplies, equipment, and maintenance 

Insure adequate suppLies are available and that equipment used by 
the puolic and staff is kept operable. 

Be aware of building maintenance needs. 

Vo Lun tee i s 

Make maximum use of volunteer assistance. 

DIVISION .ACTIVITIES 

Community re lacions 

So Loot, design, and schedule exhibits. 

Ship, set up, and return exhibits. 

Latest developments 

Locate and contact sources of exhibit materials and visit source 
loca tions . 

Materials 

Preview multi -media materials. 

Materials processing 

Perform descriptive cataloging and classification, using Library of 
Congress classification for selected adult material and adapted 
Library of Congress classification for children f s material. 

Verify and modify Library of Congress card information. 

Services 

Plan, coordinate, schedule, and conduct multi-media programs and 
workshops inside and outside the Library. 
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< I \\ i<\\ A* IIVI III, 

Prop ir** ui i a • n':? hud • • r^;ius! md r<viow budget allocation 
r i ou i v i 

or.ruun i L\ re 1 it i oiis 



Pr»'p.ir- uc r«- U is* , bi hoi os , leaf lots , tine! pos ters . 
?x\ pa ro book lists. 

Contact individual c ^rrum t\ members, local organizations, schools, 
libr.iriis;, institutions, agencies, recreational facilities, and 
bus i nosso 1 ? . 

(Jive taiks and demons t rat i ans ; conduct library orientations. 
Arrange display oi librorv materia Is, 
Maintain public bulb-tin boards. 

Attend and participate in community meetings and activities. 
Make studies and reports. 

AclIVi-Iv seek out and .issi t the public in tlu use of library resources. 

Organize group activities winch utili/.e library facilities and resources. 

Request inf orma.t i on con^rning community changes from the City Planning 
Department and other Ci tv depar tr.;en t s . 

Refrain fron. iiukin m gat iv«' statement* to the public concerning City 
poiicits «r activities and avoLd personal or controversial subjects. 

Cooper a l ion 

Request t ei i a Is and services ! ront other Librar.y divisions. 

l .au st dov« 1 ip'.^n? s 

R< id prot» # tai i » I ♦ ra t ur«- , attend ssu e tint's and conferences, visit 
libriries, and vj . demon:; t ra t tons cf new methods and equipment. 

Materia Is 

Revnw lib; a » r*dia, uuk i suggestions, and use indicators as a basis 
for M-l < { i »n. 

R* vi- w new iibrar\ n>at< rials as rec eived. 

Ati«ii.z». librarv collet t ions and withdraw materials no longer suitable. 
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Supply trade bib liographic information on order and withdrawal records. 
Conduct inventories of library materials. 

Consult with vendors of library materials and publishers 1 representatives. 

Return defective or unwanted library materials. 
Materials circulation 

Charge and receive library materials. 

Reserve library materials and maintain files. 

Collect fines on overdue library materials. 

Search public stacks for requested library materials. 

Receive and route library materials. 
Materials maintenance 

Inspect, collate, and clean library materials. 

Shelve returned library materials and sheif-rcad stacks on a continuous 
basis . 

Appraise damaged library materials. 

Mend library materials requiring minor repairs. 
Materials processing 

Order, receive, and process library materials. 

Cover library materials with plastic. 
Personnel 

Contact schools and other employment sources in recruiting applicants 
for positions, utilizing affirmative action standards. 

Interview applicants for positions; schedule and supervise personnel; 
maintain time worked records; prepare work performance reviews and 
counsel as necessary; determine training needs and conduct specialized 
in-service training. 

Ii.sure that staffing is provided at all public desks. 
Conduct staff meetings. 
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Policies and procedures 

Read Library proccdut.il manuals, memos, and reports; disseminate 
lntormation; report on problem areas and suggest procedural improve- 
ments; attend staff meetings, 

Explain Library policies and procedures to the public. 

Review procedures, activities, and services, and incorporate changes 
in division manual revisions. 

Records and files 

File and withdraw public catalog cards and records, accurately and 
promptly. 

Prepare and file correspondence and compile statistics. 
Maintain account records foi divisional library materials. 
Initiate claims for library materials not received. 
Receive and record money accurately. 
Reference and information 

Explain the resources , ca talogs , and indexes to the public • 
Answer reference questions. 

Assist the public in. the location of library materials. 

Have a general knowledge of the duties and operating procedures 
involved in manning public desks. 

Direct and explain to the public the ua^ of the library facility. 



Assist the public in the location of materials and services not 
provided by the library system. 

Servic es 

Prepare and evaluate que ionnaitea concerning services. 

Conduct staff conferences to plan, and evaluate services and programs. 

Inform other ULbrar> d ivisioqgjfof public reaction toward Library 
policies, procedures, serviQfjp 7 and resources. 

Discontinue any services, Jpatiis, activities, or procedures that no 
longer fulfill the needs offfie community. 




Supplies, equipment, and maintenance 



Request supplies and maintain a stock inventory. 

Inspect and clean equipment and request maintenance service 
a s required . 

Survey public areas of the Library for maintenance needs. 
Vo lunteer s 

Contact possible sources of volunteer assistance; prepare job duties 
list; interview volunteers; train volunteers; schedule and supervise 
volunteers; maintain records of time worked; and evaluate work 
per formance . 
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SuCMAL SERVICES DIVISION 

DIVISION" OB IKCI IVh 

Ilu Social Sfiwuci Division will provide special library service to those 
in Che community who are not tally able to use library service in its 
traditional form. 

DIVISION COALS 

Community re 1 at ions 

Become conversant with the physical and psychological problems 
a £ fee ting the handicapped using library materials* 

Mat*? rials circulation 

Facilitate transportation of library materials to any patron unable 
to use the Library. 

Services 

Establish and maintain library collections and services for local 
institutions . 

Supplies, equipment, and maintenance 

Provide special materials and equipment usually inaccessible to the 
hand i capped . 

GENERAL COALS 



Budget 

Recommend realistic divisional budget requirements and make the most 
effective use of the budget allocation. 

Community relat ions 

Kt«ep in mind that the Library is a public service agency and make 
every effort to be courteous and helpful while displaying judgment 
and tact . 

Maintain a business-like appearance and attitude with the public and 
staff. 

Develop an iwareness of the nature and resources of the surrounding 
eommun i ty . 

Promote public avan :u s> of services the Library renders by utilizing 
ill possible communications media. 
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Develop and maintain an atmosphere of trust and cooperation with the 
community involving both an organized and spontaneous approach to 
public relations activities. 

Be aware of public needs for information and library resources 
available in oider to provide the means to answer these needs. 

Conduct studies and research, both original and secondary, in 
divisional areas of activity, and make results available. 

Participate in City-wide programs. 

Involve community members in planning of and participation in library 
service and progiams. 

Be aware of and initiate assistance when need is evident. 
Work with groups, organizations, and other agencies. 
Coop< ration 

Pruvide assistance to, receive assistance from, and cooperate with other 
Library divisions, Citv departments, and other agencies and groups as 
required. 

La t e s t d e v e I o ptne n t s 

IK* aware of the latest developments in the division's area of activity 
and the library field in general and apply where appropriate . 

Materia Is 

Identify and select library materials, based on an approved selection 
policy, so as to provide an ample collection of all forms of library 
materials that reflect the interests and needs of the community. 

RevKu and evaluate resources on a continuing basis to insure collections 
are current and continue to reflect the needs of tlu community. 

Encourage library users and staff to make ordor suggestions. 

Materials circulatio n 

Provide a pfocedu/e for charging, receiving, and reserving library 
materials that will be easv to use, accurate, and require a minimum 
transact ion time * 

Materials maintenance 

Insure that library materials are promptly r.eshelved when returned and 
thct stacks are in good order. 



-92- 



Insure that library materials are in good condition before being 
reshclvrd. 

Ma tor ia Is process ing 

hmploy systems of cataloging an I processing best: suited to the nature 
of the various medic:. 

provide fuliy processed Library materials that are attractively 
packaged for the public. 

Review and evaluate procedures on a continuing basis to insure an 
efficient flow of Library materials through all processing stations. 

Personnel 

Make maximum use of staff. 

Provide a productive and pleasant working environment. 
Policies and procedures 

Be aware of Library policies and procedures. 

Review and evaluate procedures on a continuing basis to insure a 
service that is responsive to the public. 

Records and f i les 

Provide and maintain accurate, complete, up-to-date records, catalogs, 
and f i les. 

R e f v r e n c e a r . d informal! on 

Providi rrl eri nee and information services. 

Give readers advisnrv service. 

Ik aware oi the Library organization, structure, and personnel so that 
the public can be directed to : he proper source for assistance. 

Teach the public how to find library materials. 

Se rvi ccs 

Review and evaluate services on a continuing basis to insure a service 
that is responds i ve to the public . 

Provide tor .uUquati manpower and materials to continue any initiated 
or p I a nm-d services or programs . 

He awan of pub II* reaction toward Library services, resources, 
procedures, programs, and facilities. 
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Analyst 
Conduct 4 



Library collections and wi thdraw materia Is no longer suitable, 
inventories of Library materials. 



l.on.sult with venders ol Library materials and publishers' representatives. 
Mater ia Ls rculation 

Charge and receive library materials. 

Reserve librarv materials and maintain files. 

Search public stacks for requested library materials. 

Receive and route Library materials. 
Materials maintenance 

Inspect, collate, and clean library materials. 

Shelve returned library materials and shclf-rcad stacks on a continuous 
basis. 

Materia ls processing 

Order, receive, and process library materials. 

Personne l 

Contact schools and other employment sources in recruiting applicants 
for positions, utilizing affirmative action standards. 

Interview applicants for position**; schedule and supervise personnel; 
maintain time worked records; prepare work performance reviews and 
counsel as necessary; determine training needs and conduct specialized 
in-service training. 

insure that staffing is provided at all public desks. 

Conduct stalf meetings. 

Policies and procedures 

Read Library procedural manuals, memo:;, and reports; disseminate 
information, report on problem areas and suggest procedural improvements; 
a l tend staff meetings. 

Fxplain Librarv policies and procedures to the public. 

Review procedure!;, activities, and services, and incorporate changes in 
d i v is i on inn mi a 1 revi s ions . 
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Records and f i 1 es 

F i 1< and withdraw public catalog card?, and records, accurately and 
prompt Iv - 

Prepare and lile corr« sp.ondenee and compile statistics. 
Kef crence and i niormat ion 

Kxplain the resources, catalogs, and indexes tc the pubLic. 
Answer reference quest Lous. 

Assist the public in the location of library materials. 

Mav a general Knowledge ot the duties and operating procedures 
involved in manning public disks. 

Direct and explain lo the public the use of the Library facility. 

Assist lh« puMi* in the location of materials and services not 
provided bv the iibiaiv system. 

Serv i« «>s 

Pi t pa: e and eva hia l • ques t Lonna ires concerning services . 

Umdui t st Till i oil 1 1 i eiic k ■> to plan and evaluate services and programs. 

Inform other Libraiv divisions of public reaction toward Library 
po I i c i es , prot edures , serv i res , and resources . 

Discontinue ,tnv service;;, programs, activities, or procedures that no 
longer fulfill the needs of the community. 

Supplies, equipment, tnd maintenance 

Request supplies and maintain a stock inventory. 

Inspect and than equipment and request maintenance service as required, 
Survey pubL»c areas of the Library for maintenance needs. 
Volunteers 

Contact possible soui < cs ol volunteer assistance; prepare job duties 
list*; interview volunteers; train volunteers; schedule and supervise 
volunteers; maintain records of time worked; and evaluate work 
per I or mane e . 
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TE CHNICAL PROCESSES DIVISION 

DIVISION OBJECTIVE 

Tlu Technical Prov.tssi's Division will provide public service indirectly by 
acquiring, processing, ind maintaining library materials, maintaining re- 
lated records, and serving as a support unit by supplying technical assist- 
ance and interpreting technical processing operations. 

DIVISION GOALS 

Mater i a Is 

Provide an efficient method for procuring library materials at the 
bes t d is count . 

Personne I 

Frovidc a professional staff of librarians experienced in technical 
processing operations, descriptive cataloging, and Library of 
Congress classification. 

GENERAL GOALS 
Budget 

Recommend realistic divisional budget requirements and make the most 
ef tec live use of the budget allocation. 

Communi ty re Lai i ons 

Keep in mind thai the Library is a public service agency and make 
rvt rv el fort to be courteous and helpful while displaying judgment 
and Lie t . 

Maintain a bus i n«\ss- 1 i ke appearance and attitude with the public 
and staff . 

Develop an at, u » n«'ss of the nature and resources of the surrounding 
communi t y . 

Promote public awareness ol services the Library renders by utilizing 
ill possible e tmmumcaiiops media. 

Develop and maintain an atmosplier* ef trust and cooperation with the 
communi tv involving both an organized and spontaneous approach to 
public relations activities. 

Conduct studies and research, both original and secondary, in 
divisional areas of activity, and make results available. 



!>:n t it ip«iU' in Citv-wide programs. 

Work v. L th groups, organisations, and other agencies. 
Coopi ra t i on 

Pro\ide assistance t o , receive assistance from, and cooperate 1 w.ih 
other Librarv divisions, City departments, and other agencies and 
groups as required. 

! " LLL2 ^ di v« lo pment j 

Bt aware oJ th- ..lUsl developments in the division's area, of ai u * 
and the librarv Lield in general and apply where appropriate. 

Ma_t_e_r i a \a prot essi ng 

Kmplov systems ol cataloging and processing best suited to the 
nature ot the various media. 

Provide* lulls processed library materials that are attractively 
packaged for the public. 

Review and evaluate procedures on a continuing basis to insure an 
efficient flow of librarv materials through all processing stations 

Personnel 

Ma k e km x l mum use o 1 staff. 

Provide a productive and pleasant working environment. 
Policies and procedures 

lie aw.»r«' >*f lihrin' policies and procedures. 

kevi.it' and evtluate procedures on a continuing basis to insure a 
service that is responsive to the public. 

Records and l i 1 es 

Providi and "taint ain ucurate, complete, up-to-date records, cataln 
and I i 1 es . 

k e terenc* and a n forma t ion 

Provide reference and information services. 

He .iw.ne oi the Libiarv organization, structure, and personnel s> i 
the pub I i i can be dii'M'ted to the proper source for assistance. 
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Sorvi ces 



Provide lot adtqeale manpower and materials to continue any initiated 
or planned .services ur programs. 

Be aware ol public reaction toward Library services, resources, 
procedures, programs, and facilities. 

Supplies, equipment, and maintenance 

Insure adequate supplies are available 4 and that equipment used by the 
public and staff is kept operable. 

lie aware of building maintenance needs. 

Volunteers 

Make maximum use ol volunteer assistance. 
DIVISION ACTIVITIES 
Coopcrq t ion 

Contei periodically with division librarians concerning the acquisition 
cataloging, and classifying of library materials. 

Assist City departments in procuring books. 

Mater i a Is w 

Order library materials from book order suggestions, submitted lists, 
or dealer catalogs. 

Mat er i a Is processing 

Perform descriptive cataloging and classification, using Library of 
Congress classification for adult material and adapted Library of 
Congress classification for children's material. 

Veriiv and modify Library of Congress card information. 

I'tili/.e LiLrarv of Congress bibliographic information from the National 
l v n i« mi Catalog or other sources. 

Prepare, r<»i< fc ive, and process bindery shipments. 
Order, receive, and process Library of Congress catalog cards. 
Records and f i le .-i 

Maintain ordi r I i ies and want lists. 
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GKUKRAI. ACTIVITIES 

Prepare division's budget request and review budget; allocation 
period ica 1 l.y . 

Community rolat ions 

Prepare news releases, brochures, leaflets, and posters. 

Contact individual community members, local organizations, schools, 
I i brar i es , i nst i tut i o;i* , a gene i es , recrea tiona I facilities, and 
bus i nesses . 

Attend and participate in eommuni t.y meetings and activities. 
Make s cud i es «*nd rep or t s . 

Reiiain Iron; making negative statemrots to the public concerning City 
policies or activities and avoid personal or controversial subjects. 

Coopera t ion 

Request materi il , and services from other Libvary divisions. 
latest drvi loptr.cr.L 

Re. id profession.il literature, at lend meetings and conferences, visit 
libraries, and view demonstrations of new methods and equipment. 

Mater i a Is 

Kevi'W tibial, in* ilia, order suggestions, and use indicators as a basis 
I or se I et t ion . 

Ana I we 1 i br.ii* v collections and withdraw materials no longer suitable. 
Conduct* inventories ol library materials. 

Consult with vimluis of librarv materials and publishers' reoresenta tives . 
Re; urn defective or unwanted library materials. 
Materials circulation 

Search public stacks lor requested library materials. 
Receive and rout*' librarv n U'eriais. 
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Ma lor i a j_s ma * n t * n im « 

Appraise damaged liluai\ inai i i il ». 

Mend libiurv maieiiah; teaming minor repairs. 
Ma t eri a 1 g prot ess i ng 

Order, receive, and process library materials. 
Per sonne I 

Contact schools and other employment sources in recruiting applicants 
for positions, utili/.ing affirmative action standards. 

interview applicants for positions; schedule and supervise personnel; 
maintain time worked records; prepare work performance reviews and 
counsel as necessary; determine training needs and conduct specialized 
in-service training. 

Insure that stafiing is provided at all public desks. 

Conduct staff meetings. 

Policies and procedures 

Read Library procedural manuals, memos, and reports; disseminate 
information; report un problem areas and suggest procedural improvements; 
attend staff meetings. 

Kxplain Library policies and procedures to the public. 

Review procedures, activities, and services, and incorporate changes in 
division manual revisions. 

Records and i i les 

Kile and withdraw public catalog cards and records, accurately and 
prompt ly . 

Prepare and file correspondence and compile statistics. 

Maintain a* count records for divisional library materials. 

Initiate claims for library materials not received. 

Reference and i formation 

Kxplain "the resources, catalogs, and indexes to the public. 

Have a general knowledge of l*u- duties and operating procedures involved 
in manning pub I i c desks . 
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Direct and explain to the public the use of the Library facility. 

Assist tlu pubLie in the location of materials and services not 
provided by the library system. 

Services 

Inform other Library divisions of public reaction toward Library 
policies, procedures, services, and resources. 

Discontinue any services, programs, activities, or procedures that 
no longer iulfi.ll the needs of the community. 

Supp lies, equipment , and maintenance 

Request supplies and maintain a stock inventory. 

Inspect and clean equipment and request maintenance service as 
required . 

Survey public areas of i he Library for maintenance needs. 
Vo iuntee/rs 

Contact possible sources of volunteer assistance; prepare job duties 
list; interview volunteers; train volunteers; schedule and supervise 
volunteers; maintain records of time worked; and evaluate work 
per formance. 
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CO 



FRIENDS OF THE LIBRARY 

OBJECTIVE 

Tin 1 Friends oi Liu* IngUwood Public Library will provide a means Co 
encourage public interest in library facilities, resources, and services 

CfHLs 

Budget 

Provide funds for needed library items not included in the budget. 

Work for library legislation or appropriations. 

Community relations 

Create public support for an expanding library program. 

Intensify community awareness and use of the Library. 

Aid in public relations by informing the community about the 
Library's services and problems. 

Communica to the needs of the community to the Library staff, 
Library Board, and City Council, 

Call public attention to any outstanding achievement of the 
Library staff and volunteers. 

Obtain active members from all segments of the community. 
Latest developments 

Keep informed on 1 ibrary trends , developments , and progress • 
Ma t e r i a I s 

Encourage gifts to the Library. 
ACTIVITIES 
Budget 

Raise funds bv used hook sales and other activities. 

Write letters to legislators, attend council meetings, and urge 
numbers' cooperation concerning library legislation or appropriations 
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Subsidize and assist in specialized events. 

C ommu n i t y relations 

Provide news about the Library and Friends of the Library to media. 

Arrange recep ti ons t or speeia 1 groups interested in the Library. 

Sponsor or co-sponsor programs designed to stimulate interest in 
the Library and other cultural activities. 

Recruit members at meetings and book sales, and make applications 
avai lab le . 

inform the Library staff, Library Board, and City Council concerning 
the needs of the community by individual contact and meetings. 

Furnish hosts and hostesses for programs. 

Provide refreshments for programs • 

Latest deve lopuents 

Attend meetings, workshops, and conferences. 

publish a periodic bulletin to the membership. 

Hold periodic meetings. 
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